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1. Aims and Scope 

The HBXL Skills Academy is commiƩed to creaƟng a learning environment free from harassment and 
bullying and ensuring all learners are treated, and treat others, with dignity and respect. Any incident 
of bullying or harassment will be taken very seriously and we will act to stop to it when it is reported. 
The HBXL Skills Academy values diversity and will not tolerate any form of harassment or bullying. 

This policy covers harassment or bullying which occurs remotely, in the virtual classroom, or via 
other communicaƟon channels. It covers bullying and harassment by staff, learners and also by third 
parƟes such as subcontractors and external visitors.  

2. What is harassment? 

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect of 
violaƟng a person’s dignity or creaƟng an inƟmidaƟng, hosƟle, degrading, humiliaƟng or offensive 
environment for them. A single incident can amount to harassment.  

It also includes treaƟng someone less favourably because they have submiƩed or refused to submit 
to such behaviour in the past. 

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be 
related to age, disability, gender reassignment, marital or civil partner status, pregnancy or 
maternity, race, colour, naƟonality, ethnic or naƟonal origin, religion or belief, sex or sexual 
orientaƟon. Harassment is unacceptable even if it does not fall within any of these categories. 

Harassment may include, for example: 

 unwanted physical conduct or “horseplay”, including touching, pinching, pushing and 
grabbing; 

 unwelcome sexual advances or suggesƟve behaviour (which the harasser may perceive as 
harmless); 

 offensive e-mails, text messages or social media content; 
 mocking, mimicking or beliƩling a person’s disability. 

A person may be harassed even if they were not the intended “target”. For example, a person may be 
harassed by racist jokes about a different ethnic group if the jokes create an offensive environment. 



3. What is bullying? 

Bullying is offensive, inƟmidaƟng, malicious or insulƟng behaviour involving the misuse of power that 
can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power does not 
always mean being in a posiƟon of authority, but can include both personal strength and the power 
to coerce through fear or inƟmidaƟon.  

Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, by way 
of example: 

 physical or psychological threats; 
 overbearing and inƟmidaƟng levels of supervision; 
 inappropriate derogatory remarks about someone’s performance; 

LegiƟmate, reasonable and construcƟve criƟcism of a learner’s performance or behaviour, or 
reasonable instrucƟons given to learners in the course of their learning, will not amount to bullying 
on their own. 

4. What is cyber bullying? 

Cyber bullying is any form of bullying which takes place online, via laptop smartphone, or tablet, on 
social networking sites, messaging apps, gaming sites and chat rooms such as Facebook, Xbox Live, 
Instagram, TikTok, Snapchat and other chat rooms. 

Types of cyberbullying: 

 Harassment - This is the act of sending offensive, rude, and insulƟng messages and being 
abusive. Nasty or humiliaƟng comments on posts, photos and in chat rooms. Being explicitly 
offensive on gaming sites. 

 DenigraƟon – This is when someone may send informaƟon about another person that is fake, 
damaging and untrue. Sharing photos of someone for the purpose to ridicule, spreading fake 
rumours and gossip. This can be on any site online or on apps. 

 Flaming – This is when someone is purposely using really extreme and offensive language and 
geƫng into online arguments and fights. They do this to cause reacƟons and enjoy the fact it 
causes someone to get distressed. 

 ImpersonaƟon – This is when someone will hack into someone’s email or social networking 
account and use the person's online idenƟty to send or post vicious or embarrassing material 
to/about others. The making up of fake profiles on social network sites, apps and online are 
common place and it can be really difficult to get them closed down. 

 OuƟng and Trickery – This is when someone may share personal informaƟon about another or 
trick someone into revealing secrets and forward it to others. They may also do this with private 
images and videos 

 Cyber Stalking – This is the act of repeatedly sending messages that include threats of harm, 
harassment, inƟmidaƟng messages, or engaging in other online acƟviƟes that make a person 
afraid for his or her safety. The acƟons may be illegal too depending on what they are doing. 

 Exclusion – This is when others intenƟonally leave someone out of a group such as group 
messages, online apps, gaming sites and other online engagement. This is also a form of social 
bullying and a very common. 



5. What is racial harassment? 

Racial harassment is any inƟmidaƟng or threatening act by a person of one racial or ethnic origin 
against a person of another because of their race or ethnic origin 

6. What is hate crime? 

Hate crimes are any crimes that are targeted at a person because of hosƟlity or prejudice towards 
that person’s: 

 Disability 
 Race or ethnicity 
 Religion or belief 
 Sexual orientaƟon 
 Transgender idenƟty 

This can be commiƩed against a person or property. A vicƟm does not have to be a member of the 
group at which the hosƟlity is targeted. In fact, anyone could be a vicƟm of a hate crime. 

7. Guidelines for staff  

All staff should understand what bullying and harassment are and be familiar with the HBXL Skills 
Academy Learner AnƟ-Bullying & Harassment Policy. 

Staff need to know how to deal promptly and effecƟvely with incidents and allegaƟons of bullying. 

All staff, when applying this policy, must ensure that students are not discriminated against or 
disadvantaged as a result of their race, religion, gender or disability. 

The HBXL Skills Academy is commiƩed to removing all types of discriminaƟon including those based 
on: 

 Gender (including transgender) 
 Ethnicity 
 Disability or Learning Difficulty 
 Sexual OrientaƟon 
 Age 
 Religion or Beliefs 
 Cultural background 
 Marital status or family circumstances 
 Trade union membership or acƟvity 
 other relevant difference 

The HBXL Skills Academy recognises that making a complaint of harassment or bullying can be a 
distressing experience and that it may be difficult for students to raise these sorts of complaints.  

All complaints about bullying should be taken seriously and treated sensiƟvely. It is important to 
discuss possible/desirable strategies with the vicƟm in the first instance and proceed as appropriate. 

AŌer a complaint about bullying has been dealt with by the HBXL Skills Academy, the situaƟon must 
be monitored to ensure that bullying does not recur and the invesƟgaƟon should include a 
recommendaƟon as to the person who will be responsible for monitoring the situaƟon and the 
relevant Ɵmescale. 



8. Guidelines for learners 

The HBXL Skills Academy raises awareness of bullying and harassment and shares advice on handling 
bullying issues in a variety of ways including through our: 

 Learner Handbook 
 Introductory Sessions 
 Modules on topics such as Online Safety, EDI and Mental Health Awareness 

The HBXL Skills Academy will offer support to anyone who is a vicƟm of bullying. If you are a vicƟm of 
bullying or harassment, there are some pracƟcal steps you should take: 

ReporƟng 
Talk about the problem, in confidence if you wish, with somebody that can support you. A list of 
people you can talk to at the HBXL Skills Academy include: 

Learner Engagement Manager - Shannyn Sachse-Lee 
Shannyn.sachse@hbxl.co.uk 
 
Technical Skills Lead Tutor - Tom Brooks 
Thomas.brooks@hbxl.co.uk 
 
Skills Bootcamp Lead - Joanna Mulgrew 
Joanna.mulgrew@hbxl.co.uk 
 
If you do not feel comfortable talking to someone at the HBXL Skills Academy, you can also contact 
external agencies. Contact links are included in Appendix 1. 

Keeping Records 
To help us deal with any issues as effecƟvely as possible, you should: 

 Keep a log of the bullying, with details dates and Ɵmes of what has happened. 
 Keep copies of any offensive e-mails, text messages or chat messages. 

HBXL Skills Academy IntervenƟon 

The HBXL Skills Academy will deal with the bullying informally in the first instance and through 
formal procedures where required. If you would like to discuss a case in confidence, we will support 
you with this and help to find ways of minimising the impact of the situaƟon on you. We will point 
you in the direcƟon of external support including online support materials which could be useful to 
you for Ɵmes when you are on your own. 

Once a member of staff has been alerted, they will inform the Learner Engagement Manager who 
will talk to you about the incident. You will always be listened to sympatheƟcally and your concerns 
will be taken seriously. A strategy to deal with the incident will be formulated with you and carried 
out only with your consent. 

If there is a case to answer, and the issues cannot be resolved informally, the formal procedure will 
be iniƟated. You may bring a friend or relaƟve to support you during the formal procedure. The Skills 
Bootcamp Lead or other relevant member of the staff will invesƟgate the incident, interviewing you 
and the alleged bully/bullies separately. The purpose of the invesƟgaƟon is to gather all of the facts 
to ascertain whether the incident contravenes our behaviour expectaƟons.   



If you are unhappy with the outcome, or with the way in which the issue was handled, you may 
appeal using the HBXL Skills Academy Complaints Procedure. 

Informal procedure 

HBXL Skills Academy will address all incidents of harassment or bullying quickly, confidenƟally and, in 
the first instance, informally.  

If an incident happens and either the learner or member of staff thinks harassment or bullying has 
taken place, the decision may be taken to resolve the issue informally. OŌen it is sufficient to explain 
clearly to the perpetrator that the behaviour in quesƟon is not welcome, that it is offensive, 
debilitaƟng and that it impacts negaƟvely on the learner’s life. The vicƟm needs to make it clear that 
they want the offensive behaviour to stop. 

In circumstances where this strategy proves too difficult for the vicƟm, staff should encourage the 
vicƟm to seek support from the Learner Engagement Manager, tutor, friend or other trusted 
individual. This person can help the vicƟm devise a shared acƟon plan. 

If the harassment or bullying is being perpetrated by a learner within the HBXL Skills Academy who 
conƟnues to harass or bully, or in the event of the vicƟm not wanƟng to challenge the perpetrator, 
the member of staff who is acƟng as advocate to the allegaƟon will refer to the Skills Bootcamp Lead 
to decide how to take it forward. The issue will be taken forward in collaboraƟon with the vicƟm’s 
wishes and suggesƟons. 

It may be appropriate for the Skills Bootcamp Lead to challenge the alleged perpetrator with the 
allegaƟon and if necessary to ask the perpetrator to refrain from aƩending any virtual group sessions 
whilst an invesƟgaƟon takes place. The primary concern is the safety of the alleged vicƟm. 

If the Skills Bootcamp Lead challenges the alleged perpetrator and they admit to the incident and 
provide a reason for it, mediaƟon may be suggested as a suitable strategy. Both the vicƟm and 
perpetrator need to agree to mediaƟon. 

Both the perpetrator and vicƟm need to be reassured that any incidents of bullying or harassment 
will not be tolerated at the HBXL Skills Academy. 

If the behaviour conƟnues or if it is not appropriate to resolve the problem informally, it should be 
raised through the HBXL Skills Academy formal procedure. 

In certain circumstances, it may be appropriate to refer directly to the police. 

All incidents will be monitored to ensure the situaƟon has been resolved. The Skills Bootcamp Lead 
will decide who will carry out the monitoring and devise a suitable acƟon plan with the vicƟm.  

Perpetrators will oŌen appear to comply so consideraƟon must be given as to whether the 
intervenƟon has secured lasƟng change and the vicƟm feels safe. 

If the perpetrator is not a learner, the alleged vicƟm should be advised to contact the police or 
contact any other appropriate support services including counselling or any relevant external agency. 

Formal procedure 
If informal steps are not appropriate, or have not been successful, the incident will be invesƟgated 
under the HBXL Skills Academy formal procedure. The invesƟgaƟon will be conducted by someone 
with appropriate experience such as the Skills Bootcamp Lead. Those carrying out the invesƟgaƟon 
will not be connected with the allegaƟon in any way. Details of the invesƟgaƟon and the names of 
the person making the complaint and the person accused will only be disclosed on a “need to know” 



basis. We will consider whether any steps are necessary to manage any ongoing relaƟonship 
between you and the person accused during the invesƟgaƟon. 

The vicƟm will be asked to provide a statement to establish full details of what happened. The Skills 
Bootcamp Lead will then carry out a thorough, imparƟal and objecƟve invesƟgaƟon as quickly as 
possible. An invesƟgaƟon will be carried out quickly, sensiƟvely and with due respect for the rights of 
both the vicƟm and the alleged harasser. 

The invesƟgaƟon will involve interviews with the alleged perpetrator and the learner making the 
complaint. The alleged perpetrator will be given full details of the nature of the complaint and will be 
given the opportunity to respond. 

The vicƟm and the alleged harasser will have the right to be accompanied at any interviews. The 
vicƟm will not be asked to provide details of the allegaƟons repeatedly unless this is essenƟal for the 
invesƟgaƟon. 

ConfidenƟality will be maintained throughout the invesƟgaƟon. Where it is necessary to interview 
witnesses the importance of confidenƟality will be emphasised to them. 

Once the invesƟgaƟon is complete, we will inform you of our decision as to whether the allegaƟon is 
well-founded. If we consider you have been harassed or bullied by a member of staff, the maƩer will 
be dealt with under the Disciplinary Procedure as a case of possible misconduct or gross misconduct. 
If the harasser or bully is a learner, the maƩer will be dealt with under the HBXL Skills Academy 
Behaviour Policy. Depending on the circumstances and the seriousness of the complaint, this may 
result in exclusion for that person from the HBXL Skills Academy. If the harasser or bully is a third 
party such as a subcontractor or external visitor, we will consider what acƟon would be appropriate 
to deal with the problem.  

Whether or not your complaint is upheld, we will consider how best to manage any ongoing 
relaƟonship between you and the person concerned. ConsideraƟon will be given to the immediate 
separaƟon of the complainant and the alleged harasser. In serious cases, the alleged harasser may be 
asked to leave the HBXL Skills Academy. 

If the allegaƟon is not well founded, consideraƟon will be given to as to how both parƟes can 
conƟnue to study together at the HBXL Skills Academy. MediaƟon might be used as a restoraƟve 
measure. Learners who make complaints or who parƟcipate in good faith in any invesƟgaƟon must 
not suffer any form of retaliaƟon or vicƟmisaƟon as a result.  

The HBXL Skills Academy takes these maƩers very seriously. However, malicious complaints of 
bullying/harassment can have a serious and detrimental effect upon a member of staff or student. 
Any unwanted allegaƟon of harassment, made in bad faith, can be deemed potenƟal gross 
misconduct.  
 

9. Record-keeping 

InformaƟon about a complaint against a member of staff will be stored in the employee’s personnel 
file. A record of conversaƟons and/or other documents compiled during the process will be recorded 
along with the outcome.  

InformaƟon about a complaint against a learner will be placed in a secure file on our Learner 
Management system. A record of conversaƟons and/or other documents compiled during the 
process will be recorded along with the outcome. All informaƟon will be processed in accordance 
with our Data ProtecƟon Policy. 



Appendix 1: Sources of Support 
 

STOP HATE CRIME 

Works to challenge all forms of Hate Crime and discriminaƟon, based on any aspect of an 
individual’s idenƟty. Stop Hate UK provides independent, confidenƟal and accessible 
reporƟng and support for vicƟms, witnesses and third parƟes. 
 
24 hours telephone service: 0800 138 1625 
Web Chat: www.stophateuk.org/talk-to-us/ 
 
 
NATIONAL BULLYING HELPLINE 

InformaƟon and advice for anyone dealing with bullying. 
 
Freephone: 0300 323 0169 
Website: hƩps://www.naƟonalbullyinghelpline.co.uk/ 
 

 


