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1. Purpose  
At UAL we believe all employees should be treated with dignity and respect at work 

and we aim to provide a safe and supportive place to work and study, where 

everyone is valued for their contribution.  

 

We have a shared duty to respect the rights and feelings of others in relation to 

behaviours that they perceive to be unacceptable. There is no place for inappropriate 

behaviour at UAL including bullying, harassment or any form of discrimination. UAL 

will support, develop and encourage employees to challenge and change 

unacceptable behaviour either informally or formally. 

 

UAL’s Dignity at Work Policy underpins how we work together as colleagues and 

sets out the procedure to be followed in relation to instances of bullying and 

harassment as well as related discrimination and victimisation.  

 

This policy should be read in conjunction with the UAL Staff Charter.  

 

2. Scope 
This policy applies to all current employees of UAL.  

 

Its principles also extend to workers who are not directly employed by UAL including 

agency workers self-employed consultants and anyone working for a third party 

supplier and UAL subsidiary (see s.8.2). 

 

It applies in any work-related setting or work-related social event, whether on or off-

site, including work and student trips.  

 

This policy covers all complaints concerning bullying and harassment, any other form 

of discrimination and victimisation. Grievances outside of this scope will be dealt with 

under the Grievance Policy and Procedure. Only one policy can be applied at any 

one time; for example, where allegations include bullying or harassment, the Dignity 

at Work Policy will be used. 

 

Any complaints made by or involving students will be dealt with under the Student 

Complaints procedure. 

 

3. Definitions 
 

3.1 Zero tolerance  

UAL is committed to a zero tolerance approach to bullying and harassment, any 

other form of discrimination and victimisation. This means any allegation of bullying, 

harassment, discrimination or victimisation will be taken seriously and will be acted 

on. Complaints will be investigated promptly and sensitively, and, where there are 

grounds, disciplinary action will be taken, up to and including dismissal. 
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Where there are concerns that have come to the attention of management, UAL may 

decide to take action even where the individual does not wish to continue with the 

case. In such situations, the employee will be offered support, as appropriate. 

 

Zero tolerance is also about enabling a culture of respect by a commitment: 

 

• to accept difference and act with consideration and kindness to others 

• to challenge inappropriate behaviour or inappropriate jokes or comments 

• for staff to feel confident and enabled to ‘speak out’ in good faith for 

themselves or others without fear of repercussions 

• to understand how our own behaviour may affect others and being willing to 

change 

• to role model positive behaviours that support dignity and respect 

 

3.2 Bullying and harassment  

Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an abuse 

or misuse of power that undermines, humiliates or injures the person on the receiving 

end. It is often a repeated pattern of behaviour although sometimes, it may be 

evidenced in a single incident.  

 

Bullying may consist of a series of micro-aggressions that can be difficult to describe 

or behaviours which considered in isolation may appear reasonable, but it is the 

impact upon the individual of bullying behaviour that needs to be considered.  

Bullying is to be distinguished from the legitimate exercise of managerial 

responsibilities where these responsibilities are carried out in a respectful, 

reasonable and appropriate manner.  

 

Harassment is unwanted conduct related to relevant protected characteristics, which 

are age, disability, gender reassignment, marriage and civil partnership, pregnancy 

and maternity, race (which includes colour, nationality and ethnic or national origins), 

religion or belief, sex, sexual orientation, that: 

 

• has the purpose of violating a person's dignity or creating an intimidating, 

hostile, degrading, humiliating or offensive environment for that person; or 

• is reasonably considered by that person to have the effect of violating 

their dignity or of creating an intimidating, hostile, degrading, humiliating or 

offensive environment for them, even if this effect was not intended by the 

person responsible for the conduct. 

 

Conduct may be harassment whether or not the person behaving in that way intends 

to offend. Something intended as a "joke" may offend another person. Different 

people find different things acceptable. Everyone has the right to decide what 

behaviour is acceptable to them and to have their feelings respected by others.  

While the employee’s perception of the conduct is key to whether something 

amounts to harassment, consideration must also be given to whether it is reasonable 
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for the conduct to have that effect. Under UK law, this is an objective test. It is 

unlikely that unwanted conduct would be found to have the effect, for example, of 

offending an individual, if it is considered that any other reasonable person subjected 

to the same conduct would not have been offended. 

 

Behaviour that any reasonable person would realise would be likely to offend will be 

harassment without the recipient having to make it clear in advance that behaviour of 

that type is not acceptable to them, e.g. sexual touching. It may not be so clear in 

advance that some other forms of behaviour would be unwelcome to, or could offend, 

a particular person, e.g. certain "banter", flirting or asking someone for a private drink 

after work. 

 

In these cases, first-time conduct that unintentionally causes offence is unlikely to be 

harassment but it will become harassment if the conduct continues after the recipient 

has made it clear, by words or conduct, that such behaviour is unacceptable to them. 

A single incident can be harassment if it is sufficiently serious. 

 

Bullying or harassment will constitute unlawful discrimination where it relates to a 

protected characteristic as listed above.  

 

Serious bullying or harassment may amount to other civil or criminal offences, e.g. a 

civil offence under the Protection from Harassment Act 1997 and criminal offences of 

assault.  

 

Harassment can also lead to tribunal claims against individual employees who have 

harassed colleagues.  

 

Victimisation is subjecting a person to a detriment because they have, in good faith, 

complained (whether formally or otherwise) that someone has been bullying or 

harassing them or someone else, or supported someone to make a complaint or 

given evidence in relation to a complaint. This would include isolating someone 

because they have made a complaint or giving them a heavier or more difficult 

workload. 

 

Direct discrimination occurs when someone is treated less favourably than another 

person because of a protected characteristic they have or are thought to have or 

because they associate with someone who has a protected characteristic. (For 

information on other forms of discrimination, see FAQs). 

 

It is important to recognise that bullying and harassment is not necessarily face-to-

face, it may occur through written communications, visual images, e-mail or phone as 

well as via social media. For examples of bullying and harassment, please see 

FAQs. 
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4. Principles 

• UAL is committed to be an inclusive workplace, where employees are treated 

fairly and with respect. 

 

• UAL wishes to resolve issues as soon as possible and employees should 

raise issues of concern as early as possible  

 

• Employees and managers should make every effort to resolve issues 

informally where possible (including through mediation) and promptly, without 

recourse to the formal procedure.  

 

• Employees involved in the dignity at work process have the right to be 

accompanied by a Trade Union representative or current work colleague at 

formal meetings. While there is no statutory right to be accompanied to 

informal meetings, where an employee requests support at an informal 

meeting, this would normally be accommodated. 

 

• All matters relating to the application of this policy will be confidential in line 

with UAL Data Protection Policy, General Data Protection Regulation (GDPR) 

and Data Protection Act 2018. 

 

• Any person(s) complained about has the right to know, at the earliest 

opportunity of the complaint made against them, the details of the complaint 

and their right to respond, and will be kept informed of progress. 

 

• All complaints of bullying and harassment will be dealt with sensitively, with 

due regard for the support and care of all parties involved. 

 

• After due consideration, a complaint may be declared ‘void’ if an individual 

persistently and unreasonably obstructs due process and the hearing 

manager will provide written reasons for doing so. 

 

• Appropriate support will be provided to all involved via the Employee 

Assistance Programme. 

 

• UAL is committed to ensuring that reasonable adjustments are made so that 

people with disabilities and long-term conditions can have barrier-free 

experiences as employees. Further advice on requesting reasonable 

adjustments is available from the relevant HR Consultant and on the intranet. 

 

• Following consultation with the employee, the hearing manager may vary this 

procedure as appropriate to a particular case. In the event that it becomes 

impracticable to continue with the procedure, it may also be discontinued. In 

such cases, UAL will advise the employee of why this is the case. 

 

https://canvas.arts.ac.uk/sites/explore/SitePage/45393/counselling-employee-assistance-programme-eap
https://canvas.arts.ac.uk/sites/explore/SitePage/45393/counselling-employee-assistance-programme-eap
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• Evidence that allegations of bullying and harassment or discrimination have 

been made vexatiously, maliciously or that false information has been 

provided, may result in disciplinary action being taken, under the UAL 

Disciplinary policy.  

 

5. The Role of mediation 
Mediation is a structured, confidential and voluntary process, which can be used at 

any time in the process, if both parties agree. It places responsibility with those 

involved to resolve the dispute but provides a mediator to help facilitate a safe and 

confidential conversation to find a resolution. It is anticipated that all those concerned 

will be open to considering mediation and make efforts to resolve the complaint. For 

more information on the mediation process and/or to arrange for an independent 

mediator contact the relevant HR Consultant.  

 

6. Support 
UAL recognises that it can be very difficult or intimidating for an employee to raise 

concerns either about behaviour they are experiencing or have witnessed others 

experience. It can also be distressing to be accused of unacceptable behaviour. 

 

Individuals can ask for help and support from their manager, HR, their Trade Union 

representative or current work colleague and staff networks.  

 

UAL also provides an Employee Assistance Programme, a confidential 

and professional support service offering emotional, psychological counselling and 

practical help. There is also a confidential managerial advice line, for anyone at UAL 

with managerial or supervisory responsibilities. More information on both services is 

available on Canvas. 

 

7. Timescales  
Timescales within this policy are guides to best practice and, in difficult or complex 

cases, they may become extended. General timelines are: 

 

• Complaints should be raised as soon as possible after the 

incident/trigger/issue and no later than 12 weeks (unless there are special 

circumstances rendering this not possible) of the event or of the last incident 

where there is a course of conduct (continuing acts). 

• UAL expects that cases would be resolved within four months. If exceptionally 

a case extends beyond four months then it will be escalated to the level of 

Associate Director of Human Resources.  

 

Procedure 

8. Informal resolution 

 

8.1 Raising concerns 

Wherever possible, employees are encouraged to seek to resolve their concerns 

informally. This can be an effective means to resolve issues quickly and maintain 
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good working relationships. Sometimes the person does not realise the impact of 

their behaviour or that it is unwelcome. If able, an employee should raise their 

concerns with the person directly. An open and honest discussion can help them 

understand the impact of their behaviour and to change it. 

 

If the employee feels unable to do this or it is unsuccessful, they should raise them 

with their manager, who will consider the matter and how it can be resolved quickly 

without invoking the formal procedure. If the complaint relates to their manager, then 

it should be raised with the next level of management.  

 

The employee may wish to keep a record of any unacceptable behaviour they have 

experienced, including dates, times and details of any witnesses, in case this 

information is needed later on.  

 

Where appropriate, the manager and HR will aim to get the relevant parties together 

to discuss and resolve any issues informally. Following the informal meeting, the 

manager will confirm the outcome to the relevant parties, without unreasonable 

delay, including any action or agreement made or, if there was a failure to agree, the 

reasons why.  

 

Mediation can also be an important tool in helping to resolve issues informally (see 

s.5). 

 

8.2 Concerns involving non-UAL employees 

UAL has a duty to protect its employees from bullying and harassment by people 

who are not our employees such as third-party suppliers/freelance consultants. We 

encourage employees to seek to resolve this informally with the person concerned as 

outlined above in s8.1, keeping their line manager informed of the incident or issue. 

The line manager will liaise with the manager responsible for the third party if 

informal resolution is not successful. 

 

Where a third-party supplier/freelance consultant raises a complaint against an 

employee, this should be referred to the employee’s line manager who will take this 

forward in line with the process above.  

 

8.3 Witnessing unacceptable behaviour directed at someone else  

If an employee witnesses behaviour directed towards another employee which is 

unacceptable we would encourage them to report this to that employee’s line 

manager or their own line manager. 

  

It is a good idea to keep a record of any unacceptable behaviour witnessed, including 

dates, times and details of any other witnesses, in case this information is needed 

later on. 
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8.4 Criminal offences  

In cases where behaviour has been alleged that would constitute a criminal offence, 

such as physical or sexual assault and/or an immediate threat to safety, the 

employee should report the matter to the police as soon as possible. They must also 

inform HR so that the appropriate support can be provided.  

 

In such cases, any decision to continue with an investigation of the complaint 

immediately or wait until police enquiries or any subsequent prosecution have 

concluded, will be made on a case-by-case basis in consultation with the police.  

 

9. Formal procedure  

If it is not possible to resolve the issue informally, or the matter is sufficiently serious, 

the employee can move their complaint to the formal procedure. Where appropriate 

the employee can move to the formal procedure within 7 calendar days of written 

confirmation being sent of the informal outcome.  

 

The employee should put their complaint in writing to their manager1, using the 

Dignity at Work Formal Complaint form and after having discussed it with their HR 

Consultant and, if appropriate, Trade Union representative. They should provide 

concise and clear details including the required resolution. The employee will receive 

written acknowledgement of their complaint within 7 calendar days of it being sent. 

The complaint will normally be provided to those complained about. 

 

Once a formal Dignity at Work complaint has been received the following procedure 

will apply: 

 

Step 1: Investigation 

Following the acknowledgement of the formal complaint, the manager will discuss the 

case with HR to determine the appropriate level and type of investigation i.e. internal 

or external investigation; whether any aspects can be dealt with immediately as a 

pragmatic approach to resolution; and who should investigate and/or hear the 

complaint. 

 

Where the manager has previously been involved at the informal stage, an 

independent2 hearing manager will be identified to conduct the investigation and/or 

hear the case. 

 

In some more complex cases, it may be appropriate to have a separate investigation 

and hearing manager. Whoever conducts the investigation will act fairly and 

objectively. 

 

 
 

1 Or the next level of management, if the complaint relates to their manager 
2 Independent means someone senior within UAL who is previously uninvolved with the case and does not 
have any personal connection to the complainant or person(s) complained about. 
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The way in which the complaint will be handled and the timescales will be discussed 

with the employee raising the complaint at the outset and they will be kept informed 

of progress. 

 

An investigation will not normally take more than 20 calendar days. 

 

Step 2: The post-investigation meeting 

Once any investigation report has been completed, the hearing manager will write to 

the employee, including a copy of the investigation report and inviting them to a 

formal meeting. The employee should be given at least 7 calendar days’ notice of the 

meeting and has the right to be accompanied by a Trade Union representative or 

current work colleague. 

 

The purpose of this meeting is to hear the complaint and discuss the investigation in 

order for the hearing manager to reach a decision. It is an opportunity for the 

employee to explain their complaint and the hearing manager to ask any questions. It 

is not a re-run of the investigation. 

 

The hearing manager may also meet separately with the person(s) who is the subject 

of the complaint, and other relevant parties as required, and may share the contents 

of the investigation, as appropriate.  

 

The representative/colleague can address the meeting to put and sum up the 

employee’s case, respond on their behalf to any views expressed at the meeting and 

confer with the employee during the hearing. They cannot answer questions on the 

employee’s behalf. 

 

Summary notes will be taken at the meeting.  

 

Following the meeting, the hearing manager will consider the evidence and write to 

the employee within 7 calendar days to: 

 

• State the outcome – whether the complaint is upheld, partially upheld or not 

upheld 

• Give a full explanation of the reasons for the outcome 

• Provide a copy of the notes from the meeting for comment 

• Set out the proposed resolution, any appropriate action and details of the right 

of appeal  

 

The hearing manager will keep the employee, and the person(s) complained about, 

informed of the estimated timescale should more time be required to conclude the 

process.  

 

Where there is a balance of probabilities that the complaint is justified, it will be 

upheld and the outcome confirmed. 
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The outcome will be communicated to the people named and where a complaint is 

upheld or partially upheld this may lead to disciplinary action depending on the 

recommendations made. 

 

Step 3: Right of appeal 

An employee has the right to appeal on the following grounds: 

 

• Substantial new evidence is now available which was not presented at the 

original investigation 

• Procedural grounds which may have affected the outcome 

• The outcome was unfair as the evidence presented was not adequately 

considered. 

 

An employee wishing to appeal against the decision regarding their grievance must 

submit their Grievance Appeal Form to the Director of Human Resources within 14 

calendar days of written confirmation of the decision being sent.  

 

Using the Grievance Appeal Form, the employee should submit a short summary 

statement (no more than two sides of A4) of the grounds for the appeal, setting out 

clearly: 

 

• The grounds under which they are appealing (as detailed below) 

• The evidence upon which they base their grounds for appeal 

• Why the grievance has not been satisfactorily resolved (in line with ACAS 

guidance) 

• The desired outcomes from the appeal 

• Practical steps which can be taken which will resolve the issue 

 

Appeals will be heard without unreasonable delay. The employee has the right to be 

accompanied at the meeting by a Trade Union representative or current work 

colleague.  

 

The appeal will be heard by an independent senior manager (appeal hearing 

manager) and a nominee of the Joint Trade Unions independent of the union of the 

complainant. A representative from Human Resources who has not had prior direct 

involvement in the case will advise the panel. Where the members of the panel are in 

disagreement, the Chair’s (appeal hearing manager) decision will be final. 

 

The appeal is a review of the previous decision only, based on the grounds of 

appeal. The panel will review the grounds of appeal, relevant evidence and decide on 

the outcome. Following the meeting, the appeal hearing manager will inform the 

employee of the decision to uphold or dismiss the appeal, in writing, within 7 calendar 

days, outlining the basis of the decision reached and any action that is involved. 

 

mailto:askhr@arts.ac.uk
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Any formal recommendations made will be notified to the line manager and the 

relevant senior manager who will review and ensure reasonable appropriate action is 

taken. 

 

The outcome of the appeal meeting is final and is the last stage of the Dignity 

at Work Procedure. 

 

 

10. Associated documents: 

• Staff Charter 

• Grievance Policy and Procedure 

• Personal Relationships at UAL Policy 

• Professional Boundaries Guidance 

• Dignity at Work Complaint Form 


