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1. Introduction  

 
This document does not form part of your contract of employment and may be changed 
from time to time in line with legislation, best practice and organisational requirements.  
Where appropriate, employees will be consulted regarding significant changes.  
 
This policy applies to all employees, volunteers, contractors, agency workers, Board 
members and anyone acting on behalf of Compassionate Inverclyde.  
 
This organisation is committed to providing a working environment where everyone is 
treated with dignity, courtesy and respect.  We aim to create and maintain a culture that is 
safe, inclusive and free from bullying, harassment, victimisation and discrimination.  
 
Compassionate Inverclyde will not tolerate bullying, harassment or victimisation of any kind, 
whether unlawful or otherwise.  This includes conduct related to protected characteristics 
under equality legislation, including: 

• age 
• disability 
• gender reassignment 
• marriage or civil partnership 
• pregnancy or maternity 
• race 
• religion or belief 
• sex 
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• sexual orientation 

This list is not exhaustive. 

This policy applies to conduct: 

• In the workplace 
• During work-related travel 
• At work-related social events 
• At training or conferences 
• Online or through digital communications (including email, messaging apps and 

social media). 
• Involving third parties such as clients, customers, service users, contractors, 

suppliers or visitors. 
• All employees share responsibility for creating a respectful workplace culture. 

Complaints made in good faith will be taken seriously and handled fairly, sensitively 
and confidentially. 

• No employee will suffer victimisation for raising a concern, making a complaint, 
supporting another employee or participating in an investigation under this policy. 

• This policy is not intended to address ordinary workplace disagreements, differences 
of opinion, or reasonable management action carried out appropriately and 
respectfully. 

 
2. Purpose of the Policy 

The aims of this policy are to: 

• Define bullying, harassment and victimisation 
• Ensure employees understand acceptable standards of behaviour 
• Provide a clear process for reporting concerns 
• Ensure complaints are handled fairly, promptly and consistently 
• Support individuals affected by bullying or harassment 
• Prevent victimisation 
• Promote a respectful and inclusive working environment 

3.  Responsibilities 

Chief Executive Officer (CEO) 

The CEO is responsible for: 

• Ensuring this policy is communicated and implemented effectively 
• Ensuring complaints are handled fairly, promptly and impartially 
• Appointing appropriate investigators where necessary 
• Ensuring confidentiality is maintained appropriately 
• Taking action where breaches of this policy occur 
• Ensuring appropriate support is available to affected employees 
• Maintaining confidential records relating to complaints and outcomes 



Page 3 of 12 
 

Employees and Board Members 
 
All employees and Board members are expected to: 
 

• Treat others with dignity and respect 
• Comply with this policy 
• Refrain from behaviour that could reasonably be viewed as bullying or harassment 
• Report concerns or incidents witnessed 
• Cooperate fully and honestly in any investigation 
• Maintain confidentiality during investigations and proceeding 

 
  4.  Definitions 

 
Harassment 
 
Harassment is unwanted conduct that has the purpose or effect of: 

• violating a person’s dignity; or 
• creating an intimidating, hostile, degrading, humiliating or offensive environment. 

Harassment may be: 
• physical 
• verbal 
• non-verbal 
• written 
• visual 
• online/digital 
 

A single serious incident may amount to harassment, even if the behaviour is not repeated. 
Examples of harassment may include: 

• offensive jokes, comments or banter 
• derogatory remarks or slurs 
• unwanted physical contact 
• displaying offensive materials 
• intrusive questioning 
• spreading rumours 
• mocking accents, beliefs, disabilities or appearance 
• unwanted sexual attention 
• offensive emails, messages or social media posts 
• stalking or intimidation 
• deliberately humiliating or undermining someone 
 

This list is not exhaustive. 
 
The intention of the individual is less important than the impact of the behaviour on the 
recipient. 
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Bullying 
 
Bullying is offensive, intimidating, malicious or insulting behaviour involving misuse or abuse 
of power intended to undermine, humiliate or injure another person. 
Bullying may be obvious or subtle and can occur face-to-face, in writing, online or through 
exclusionary behaviour. 
 
Examples of bullying may include: 
 

• Shouting or aggressive behaviour 
• Persistent criticism or humiliation 
• Setting unrealistic deadlines 
• Excluding someone from meetings or communications 
• Undermining a person’s work or reputation 
• Withholding information necessary for someone to perform their role 
• Excessive or inappropriate monitoring 
• Unfair allocation of work 
• Taking credit for another person’s work 
• Threatening behaviour or intimidation 

 
Legitimate and reasonable management action, carried out fairly and respectfully, does not 
constitute bullying. 
 
Victimisation 
 
Victimisation occurs when a person is treated less favourably because they have: 

• raised a complaint 
• supported someone else’s complaint 
• acted as a witness 
• participated in an investigation under this policy 

Victimisation is a serious disciplinary matter. 
 

5. Mediation  

Mediation may be considered as an alternative to formal procedures where appropriate and 
where all parties agree. 

Mediation is voluntary and confidential. It may be used: 

• before a formal complaint is raised 
• during the formal process. 

Where mediation takes place during a formal investigation, the formal process may be 
paused temporarily. 

If mediation is unsuccessful, the formal process may resume. 
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6. Reporting Concerns and Complaints 
 
Employees are encouraged to raise concerns at an early stage where possible. 
Concerns may be raised informally or formally. 
 
Informal Resolution 
 
Where appropriate, an employee may choose to explain to the individual concerned that 
their behaviour is unwelcome and must stop. 
 
Employees may seek support from: 
 

• HR (if applicable), 

• a trade union representative, or 

• a workplace colleague. 
 
Informal action may include: 
 

• facilitated discussions 

• clarification of behaviour 

• agreed workplace boundaries 

• mediation 
 
Employees are encouraged to keep notes of incidents, including dates, times, locations and 
witnesses where possible. 

Formal Complaints 

Where informal resolution is inappropriate, unsuccessful, or the matter is serious, a formal 
complaint may be made in writing. 

Complaints should normally include: 

• the name of the individual(s) involved 
• details of the alleged behaviour 
• dates, times and locations where possible 
• names of witnesses 
• any action already taken 

Complaints should normally be submitted to the CEO.  If the complaint concerns the CEO, it 
should be submitted to the Chair of the Board of Trustees. 

7. Investigation Process 
 
All complaints will be handled promptly, fairly, sensitively and confidentially. 
An impartial Investigating Officer will be appointed where appropriate. 
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The investigation may include: 
 

• meeting with the complainant 

• meeting with the alleged perpetrator 

• witness interviews 

• review of emails, messages or other evidence 

• written statements 
 
Both parties may be accompanied at formal meetings by: 
 

• a trade union representative 

• a workplace colleague 
 
Compassionate Inverclyde may implement temporary measures during the investigation, 
including: 
 

• adjusted duties 

• alternative working arrangements 

• suspension on full pay where necessary 
 
Suspension is a neutral act and does not imply guilt. 
 
Employees involved in the process are expected to maintain confidentiality. 
 

8. Outcome and Action 
 
Following the investigation, Compassionate Inverclyde will determine whether there is a 
case to answer. 
 
Possible outcomes may include: 
 

• no further action 

• mediation or facilitated discussion 

• training or management guidance 

• formal disciplinary action 
 
Where misconduct is found, action will be taken under the disciplinary procedure, which 
may include dismissal in cases of gross misconduct. 
 
Compassionate Inverclyde will seek to ensure that working relationships can continue 
appropriately following the conclusion of the process. 
 
Both parties will normally be informed of the outcome in writing. 
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9. Appeals 
 
An employee may appeal the outcome of a formal complaint by submitting a written appeal 
within five working days of receiving the outcome to the CEO or Chair of the Board of 
Trustees.  The appeal should clearly state the grounds for appeal. 
 
An appeal hearing will normally be arranged without unreasonable delay and heard by a 
person not previously involved in the case. 
 
The employee may be accompanied by: 
 

• a trade union representative 

• a workplace colleague 
 
The decision following appeal is final. 
 

10. Support for Employees 
 
Compassionate Inverclyde recognises that bullying and harassment can have a significant 
impact on wellbeing. 
 
Employees affected by bullying, harassment or victimisation may access appropriate 
support, including: 
 
counselling or employee assistance services (where available) 

• trade union support 

• management support 
 
Information about available support can be obtained from the CEO. 
 

11. Malicious or Bad Faith Complaints 
 
Compassionate Inverclyde encourages employees to raise concerns in good faith. 
 
However, knowingly false, malicious or vexatious complaints may be treated as a 
disciplinary matter. 
 
A complaint that is not upheld will not in itself be considered malicious. 
 

12. Confidentiality 
 
All parties involved in complaints under this policy must maintain confidentiality as far as 
reasonably possible. 
 
Information will only be shared where necessary to investigate and resolve the matter or 
where required by law. 
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Breach of confidentiality may result in disciplinary action. 
 
13. Monitoring and Review 

 
Compassionate Inverclyde will maintain confidential records of: 
 

• complaints received 

• investigations conducted 

• outcomes reached 

• actions taken 

• timescales involved 

• Appendix A 
 
Monitoring information will be used to: 
 

• identify trends 

• improve workplace culture 

• review the effectiveness of this policy 

• ensure consistency and fairness 
 
This policy will be reviewed annually to ensure compliance with current legislation and best 
practice. 
 
 
 

Document version control 

Version number Change or update Author or owner Date 

1.0 First version CEO 11/07/2024 

 Dates changed 
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CEO 11/07/2025 

2.0 Second version CEO/Board of 
Trustees 

09/07/2026 
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Appendix A 

Bullying, Harassment and Victimisation 
Complaint Form 
Confidential 

This form should be used to report concerns relating to bullying, harassment or 
victimisation under Compassionate Inverclyde’s Bullying, Harassment and 
Victimisation Policy. 

All complaints will be handled sensitively and confidentially, as far as is reasonably 
possible. 

Section 1 – Your Details 

Full Name: 

 

Job Title / Role: 

 

Department / Team: 

 

Contact Number: 

 

Email Address: 

 

Section 2 – Details of the Person(s) Complained About 

Please provide the name(s) and role(s) of the person or persons your complaint relates 
to. 

Name ___________________________________________ 

Job Title/Role _____________________________________ 
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Section 3 – Nature of Complaint 

Please indicate the type of complaint (tick all that apply): 

☐ Bullying 
☐ Harassment 
☐ Sexual Harassment 
☐ Victimisation 
☐ Discrimination 
☐ Other (please specify): __________________________________ 

Section 4 – Details of the Incident(s) 

Please describe the behaviour or incident(s) that have caused concern. 

Include: 

• what happened 
• where and when it occurred 
• how often it has occurred 
• what was said or done 
• how it affected you or others 

Please continue on a separate sheet if necessary. 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

Section 5 – Witnesses 

Please provide details of anyone who witnessed the incident(s) or may have relevant 
information. 

Name ___________________________________________ 

Job Tiltle/Role _____________________________________ 

Contact Details ____________________________________ 

Section 6 – Supporting Evidence 

Please list any documents or evidence you are providing in support of your complaint. 
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Examples may include: 

• emails 
• text messages 
• screenshots 
• letters 
• diary notes 
• photographs 
• social media posts 

 
 
 
 

Section 7 – Informal Action Taken 

Have you attempted to resolve the matter informally? 

☐ Yes 
☐ No 

If yes, please provide details: 

 
 
 
 

Section 8 – Desired Outcome 

Please indicate what outcome or action you would like Compassionate Inverclyde to 
consider. 

 
 
 
 

Section 9 – Support Requirements 

Do you require any support or workplace adjustments during the investigation process? 

☐ Yes 
☐ No 

If yes, please provide details: 
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_________________________________________________________________________________
_________________________________________________________________________________ 

Section 10 – Declaration 

I confirm that the information provided in this complaint form is true and accurate to 
the best of my knowledge. 

I understand that this complaint will be handled in accordance with Compassionate 
Inverclyde’s Bullying, Harassment and Victimisation Policy. 

Signature: ___________________________________________ 

Name: ______________________________________________ 

Date: _______________________________________________ 

 

For Management Use Only 

Date Complaint Received: 

 

Received By: 

 

Reference Number: 

 

Investigating Officer Appointed: 

 

Date Acknowledged: 

 

Outcome: 

 

Date Closed: 

 


