
 

OTD Ltd (QA) Anti-bullying and Harassment Policy. Version 2.0  

1 

Anti-bullying and Harassment Policy Statement. 

Applies to Board of Directors, Employers, OTD Ltd (QA) 
apprentices, OTD Ltd (QA)employees and associated 
team members. 

Effective from and 
replaces all previous 
versions prior to 

04.11.2021 

Author Lian Bemrose 

Approver Andrew Crotty 

Next Review Date 30.10.2022 

 

Index. 

1. Policy Statement 

2. The Law 

3. Definitions 

4. Bullying and harassment procedures 

5. Informal (individual) action 

6. Third-party intervention 

7. Formal Procedures 

8. Confidentiality 

9. Signatures 

 

Policy Statement 

OTD Ltd (QA) is committed to providing a learning and working environment for all 

apprentices and staff, which is comfortable and free from all forms of bullying and 

harassment. For apprentices experiencing bullying and harassment in the workplace, 

they should refer to and follow the bullying and harassment policies at work. 

OTD Ltd (QA) operates a zero-tolerance approach towards bullying and harassment; 

the purpose of this policy is to ensure all staff are treated and treat others with dignity 

and respect. All staff should take the time to ensure they understand what types of 

behaviour(s) are unacceptable under this policy, to uphold the principles of this policy 

and to support and promote a harassment-free learning and working environment.  

OTD Ltd (QA) cannot deal with allegations against third parties who are not apprentices 

or staff under this policy. If an apprentice alleges they are the victim of a criminal 

offence, OTD Ltd (QA) recommends that the alleged incident be reported to the police 

and strongly advises that they inform the safeguarding lead (Lian Bemrose) at 
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safeguarding@otd.uk.com. Where an apprentice chooses not to report an allegation of 

criminal activity to the police, OTD Ltd (QA) will consider doing so where the safety of 

apprentices or staff may be at risk.  

The Law: 

The Equality Act 2010 prohibits harassment related to gender, sexual orientation, 

marital or civil partner status, gender reassignment, race, colour, nationality, ethnicity, 

religion or belief, disability, or age.  

The Protection from Harassment Act 1997 also makes it unlawful to pursue a course of 

conduct which you know or ought to know would be harassment, which includes causing 

someone alarm or distress.  

Under the Health and Safety at Work Act 1974, staff are entitled to a safe place and 

system of work.  

Definitions:  

What is harassment? 

Harassment is any unwanted physical, verbal, or non-verbal conduct which has the 

purpose or effect of violating a person’s dignity or creating an intimidating, hostile, 

degrading or humiliating or offensive environment for them. A single incident can 

amount to harassment. 

Unlawful harassment may involve sexual harassment, or it may be related to any other 

of the Protected Characteristics detailed previously. OTD Ltd (QA)’s stance is that 

harassment is unacceptable, whether or not it is targeted at any of these categories.  

Examples of harassment may include (but are not limited to) the following:  

 Display or circulation of sexually suggestive material or material with racial overtones 

 Use of slang names for racial groups, or age groups, or for disabled persons 

 Professional or social exclusion 

 Unwanted physical conduct, such as touching, pinching, pushing and grabbing 

 Unwelcome sexual advances or suggestive behaviour 

Examples of sexual harassment: 

 Sexual comments, jokes or name calling 

 Displaying sexually graphic pictures, posters or photos 

 Suggestive looks, staring or leering 

 Propositions and sexual advances 

 Making promises in return for sexual favours 

 Sexual gestures 

 Intrusive questions about a person’s private or sex life, and discussing your own sex 

life 

 Sexual posts or contact on social media 

 Spreading sexual rumours about a person 

 Sending sexually explicit emails or text messages 

 Unwelcome touching, hugging, massaging or kissing 
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 Criminal behaviour, including sexual assault, stalking, grooming, indecent exposure 

and sending offensive communications 

 Coercion 

The above list are examples and are not always conclusive indicators of the activity 

detailed. 

It is important to note that (sexual) harassment occurs even if the harasser perceives their 

behaviour as being harmless and without malice, or ‘just a bit of fun’, or ‘banter’. What 

matters is how the behaviour makes the recipient feel, how it has been received and not 

what the perpetrator’s intentions were. Also, a person may be harassed even if they were 

not the intended ‘target’ of the behaviour.  

What is bullying? 

Although there is no single definition of bullying, it is understood as a sustained form of 

psychological abuse. For the purpose of this policy, it is defined as offensive, 

intimidating, malicious or insulting behaviour, involving the abuse or misuse of power, 

which has the purpose or effect of belittling, humiliating or threatening the recipient.  

With this definition, bullying is distinct from vigorous academic debate, or the actions of 

a member of staff making reasonable requests. It is also distinct from techniques used 

to manage and improve performance, the distinguishing factor being that these have the 

effect of supporting and developing potential or promoting desired performance, 

whereas bullying has the opposite effect.  

Workplace bullying usually takes one of three forms: physical, verbal or indirect. It can 

range from extreme forms such as violence and intimidation, to less obvious actions, 

such as professional or social exclusion. 

Examples of bullying may include (but are not limited to) the following:  

 Shouting or swearing at people in public or private 

 Spreading malicious rumours 

 Inappropriate derogatory remarks about someone’s performance 

 Physical or psychological threats 

 Constantly undervaluing effort 

 Rages, often over trivial matters 

 Ignoring or deliberately excluding people 

 Overbearing and intimidating levels of supervision 

 Deliberately sabotaging or impeding work performance  

What are microaggressions? 

Microaggression is a term used for ‘commonplace, daily verbal, behavioural or 

environmental slights, whether intentional or unintentional, that communicates hostile, 

derogatory, or negative attitudes toward stigmatised or culturally marginalised groups.’  

OTD Ltd (QA) recognise that microaggressions can occur regularly in the workplace 

and, as a result, have a continued negative impact on individuals.  
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OTD Ltd (QA) also recognise that microaggressions can be unintentional, and this must 

be taken into consideration when addressing an incident. In this specific case, OTD Ltd 

(QA) recommend an informal action (see below) is best suited to resolving the situation. 

What is Cyber bullying? 

Cyber bullying is a term used to refer to bullying through electronic media e.g., virtual 

learning environment (1:1s, masterclasses etc), social networking sites, emails etc. It can 

be in the form of negative comments intended to cause distress, sharing personal 

information without permission, stalking, harassment, and trolling. When sending emails, 

apprentices should consider the content, language, and appropriateness of such 

communications.  

Reports of cyber bullying will be dealt with in the same way as bullying in a face-to-face 

setting. 

Bullying and harassment procedures 

Behaviour occurring in OTD Ltd (QA) that is extreme and/or dangerous shall be reported 

directly to the Programme Director (Neville Algar).  

If an apprentice believes they are being subjected to unlawful harassment and are in 

danger, OTD Ltd (QA) recommends that they contact the police. 

If an apprentice or member of staff believes they are being subjected to bullying and/or 

harassment it is recommended that, where possible and appropriate, those involved should 

attempt to resolve the situation informally in the first instance. It’s important to note that 

although an informal approach can address the unwanted behaviour and resolve the 

situation with minimal disruption to relationships, it is ultimately down to the individual to 

decide if this approach is appropriate. 

In all circumstances (informal and formal), it is recommended that an apprentice who 

believes they are being subjected to bullying and/or harassment makes a written record of 

the incident as soon as possible after an incident occurs. 

Apprentices may wish to contact the Safeguarding Focus Team 

(safeguarding@otd.uk.com) or their LSC to seek advice and support.  

Informal (individual) action: 

It is anticipated that the informal procedure will result in a positive outcome, where the parties 

involved resolve the situation.  

When taking individual action, they should try to:  

- Pick a time and place where they can speak privately and without interruption. 

- Identify behaviour that is causing concern, giving examples and instances of when it has 

occurred. 

- Have clear outcomes – e.g. the behaviour is unacceptable and must stop.  

- Keep a record of the discussion for future reference. 

If the apprentice does not wish to speak directly to those involved, it is acceptable to write their 

concerns down in a letter or seek third-party intervention.  
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Third-party intervention:  

The apprentice might find that asking an appropriate person who is not directly involved in the 

situation to speak with the person can help the conversation. The Safeguarding Focus Team 

can advise on who is an appropriate person. 

The third party will seek to resolve the situation by:  

- Meeting with the person who has conducted the alleged behaviour to discuss the 

allegation.  

- Facilitate a meeting between the persons involved and help to reach a conclusion 

moving forward. 

Formal Procedures: 

If an informal procedure is unhelpful or inappropriate, a formal allegation can be made. 

Formal allegations must be made in writing, addressed to safeguarding@otd.uk.com. 

Written record should be signed, and include: 

 Details of when and where the incident(s) took place – including date and times 

 Details of the incident(s) 

 Details of any witnesses to the behaviour 

 Details of any informal attempts which failed to resolve the situation. 

 

Confidentiality: 

Apprentices who want information about their concerns to remain confidential must 

make this clear to the person they speak to, including their employer. Apprentices must 

be aware that in some circumstances it is not possible for information to remain 

confidential, for example where a criminal offence has been disclosed.  

Apprentices must be aware that their request for confidentiality can make it difficult to 

investigate and resolve the issues. It is possible for an apprentice to report concerns 

about or on behalf of another apprentice.  

 

 

 

 

Signatures 
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This policy will be reviewed annually unless there are any changes in legislation, national or 
local guidance before this date. This policy will be communicated to everyone as well as being 
published on our website and Induction Handbooks.  

 Name Position Signature 

Approver Andrew Crotty Director  

Version 2.0 
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