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Module One: Getting Started 

Welcome to the Workplace Bullying workshop. Training on preventing 

bullying in the workplace is crucial in creating a workplace that is 

inclusive and safe for all to work. 

This workshop will introduce you to your company’s responsibility with 

regard to preventing bullying, as well as the effects of bullying. It talks 

about what to do if one is being bullied or witnesses another person 

being bullied. It will also describe the steps that should be taken when it 

is determined that employees are not in compliance with the business’ 

policy.  

 

 

 

Workshop Objectives 

Research has demonstrated that when clear goals are associated with learning, it 

occurs more easily and rapidly.  

This workshop is designed to help you in the following ways: 

•  Define Workplace Bullying and why it is essential that it is prevented in the workplace. 

• Identify the benefits for self and the company, in pursuing an objective of eliminating workplace 

bullying completely. 

• Successfully raise awareness of what workplace bullying is, and how to recognize and prevent it 

from happening. 

• Identify different types of workplace bullying, and how they negatively affect the workplace 

overall. 

• Discuss Human Resources and its best practices to dealing with issues associated with workplace 

bullying. 

Knowing what’s right doesn’t mean much 

unless you do what’s right. 

Theodore Roosevelt 
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• Define the steps to handling complaints associated with workplace bullying. 

•  Describe the benefits of recognizing and eliminating Workplace Bullying, and the negative 

effects of ignoring it when it happens. 
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Pre-Assignment 

Complete this worksheet before the class begins. Make note of what you hope to 
learn, or of goals you want to address after the class.  

  

1) How do you feel you bullying affects the workplace? 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

2) List some qualities that you feel relate to bullying. 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

3) What are some ways in which a workplace can benefit from addressing bullying?  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

4) What do you hope to take away from this course?  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

5) Any other thoughts: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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Pre-Test 

1) How can bullying be defined? 

 

a) Repeated and unreasonable behavior directed toward an employee or group of employees, 

which creates a risk to health and safety 

b) A persistent pattern of mistreatment 

c) Verbal, physical, emotional taunting 

d) Tactics such as: verbal bullying, physical bullying, cyber bullying. 

 

2) According to the types of and examples of workplace bullying, what effect does it have on the entire 

workplace? 

 

a) Bullying has no effect on business success 

b) Bullying will help to give companies a sense of uniqueness 

c) Bullying does not allow for a company to grow and prosper 

d) Bullying will create a toxic workplace 

 

3) Bullying in the workplace may result in________. 

a) Limited possibilities 

b) A healthy work environment 

c) Endless possibilities 

d) A higher rate of absenteeism 

 

4) What percentage of Americans has been bullied in the workplace? 

 

a) 65 

b) 20 

c) 80 

d) 10 

 

5)  What percentage of people who bully are men? 

 

a) 85 

b) 35 

c) 70 

d) 75 
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6) How long has the Workplace Bullying Institute been providing services? 

 

a) 6 decades 

b) 1 decade 

c) 3 decades 

d) 2 decades 

 

7) What percentage of people bullied are women? 

a) 65 

b) 80 

c) 15 

d) 30 

 

8) Why do people bully others? 

a) They lack self confidence 

b) They want to impress others 

c) They are bored 

d) They think they are better than others 

 

 

9) Bullies are best described as____ 

a) Pushovers 

b) Haters 

c) Insensitive 

d) Controlling 

 

10)  True or false: bullies inspire staff morale. 

a) True 

b) False 
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11) What feeling might you experience when going in to a toxic workplace? (Choose the best answer) 

 

a) Dread 

b) Anxiety 

c) Isolation 

d) Sadness 

 

12) Bullying can lead to_____(Choose the best answer) 

a) Depression 

b) Poor relationships 

c) Low self esteem 

d) Poor work performance 

 

13) What action might an employee take when being bullied? 

a) Quit their job 

b) Tell a friend 

c) Tell a manager 

d) All of the above 

 

 

14) What might an employee do to avoid work if they are the target of a bully? (Choose the best 

answer) 

a) Quit their job 

b) Do their work at home 

c) Call in sick 

d) Get counselling 

 

15)  True or false: Bullying might increase trust. 

a) True 

b) False 
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16)   What does workplace bullying training need to be? 

 

a) Straight forward 

b) Long 

c) Inclusive 

d) Specific 

 

 

17)  What is a good way to conduct workplace bullying training? __________. 

 

a) Online 

b) In large groups 

c) In small groups 

d) One-on-one 

 

18)  What is one important thing to do when receiving bullying complaints? 

a) Rip the complaints 

b) Ignore the complaints 

c) Hesitate to take action on the complaints 

d) Keep the complaints 

 

19)  What is an example of a violation state and federal laws?  

a) Exclusion 

b) Arguments 

c) Skipping work 

d) Discrimination 

 

20)  What should the victim do to determine whether or not they are experiencing workplace bullying? 

a) Ask a friend or coworker 

b) Trust their gut feeling 

c) Research State and company policies 

d) Go online and search examples of workplace bullying 
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Action Plan Form 

MODULE GOAL SPECIFIC? MEASURABLE? ACHIEVABLE? RELEVANT? TIMED? NEXT STEPS 

ONE        

TWO        

THREE        

FOUR        

FIVE        

SIX        

SEVEN        

EIGHT        

NINE        

TEN        

ELEVEN        

TWELVE        
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Evaluation Form 

Workshop Title: 

_____________________ Date: _____________________ 

Workshop Instructor: 

_____________________ 

   

Please rate the following items on a scale of one to ten, with one being abysmal, five being acceptable, 

and ten being perfect. 

WORKSHOP ROOM 1 2 3 4 5 6 7 8 9 10 

Comments: 

WORKSHOP FACILITIES 1 2 3 4 5 6 7 8 9 10 

Comments: 

INSTRUCTOR KNOWLEDGE 1 2 3 4 5 6 7 8 9 10 

Comments:  

INTERACTIVITY OF 

WORKSHOP 

1 2 3 4 5 6 7 8 9 10 

Comments: 

 

Would you recommend this course to others? Why or why not? 

 

Other thoughts you would like to share? 
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Module Two: What Is Workplace Bullying 

Workplace bullying happens a lot more than people actually realize. It 

doesn't just affect the person being bullied, but can make the entire 

workplace toxic. 

 

 

 

 

Definition 

According to HeadsUp.org, a website that provides workplace resources for 

employees, employers, managers and small business owners, the definition of 

workplace bullying is "repeated and unreasonable behavior directed toward an 

employee or group of employees, which creates a risk to health and safety." This 

type of harmful behavior in the workplace often goes unreported, mainly because 

of its shameful, intimidating effect on the victimized employee. So many of these horrible incidents 

don't come to light because the employee who is being bullied is working a lower-level position, and 

they're probably being bullied by someone that does the hiring and firing at that company. However, it's 

not always a boss or manager who is doing the bullying, and it can very well be a co-worker on the same 

level and/or pay grade as the person feeling victimized.  

 

 

 

No one heals himself by wounding another. 

St. Ambrose 
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Types of Bullying 

Whether verbal or cyber, any form of bullying is detrimental to the one being bullied. 

What is verbal bullying? 

With verbal bullying, the bully uses their words and/or writing to be hurtful or mean. 

This can be done via teasing, calling someone names, unsolicited sexual comments, 

making threats to harm, or mocking. 

The aggressor seeks to achieve dominance over the victim by demeaning or lowering 

his/her self-esteem. 

What is cyber bullying? 

With cyber bullying, the bully uses sources such as cell phones, computers, and social media to spread 

false or unkind information about someone else, which can cause humiliation. Emailing and texting are 

two common forums used to perpetrate this behavior. 

 

 

Examples 

As previously mentioned, workplace bullying can come in many forms. One of 

these is the prankster, someone who doesn't know the difference between 

what's mean and what's funny. Another one would be the saboteur. This is a 

person who tries to take credit for work that you did, or go out of their way to 

make your job harder than it has to be. 

 

There are critics, also known as haters. These are the folks who, no matter how good a job you do, it's 

never good enough for them. There are also those bullying employees who simply shut you out. For 

example, they won't tell you when there's a meeting among employees (where important information 

may be dispersed), then blame you for not knowing the proper procedure or course of action when the 

time comes to use that information or training on the job.  

 

There is the boss bully, the person who controls whether or not you keep your job. This type of bully 

feels that you are required to agree with them about everything they do or say (job-related or 

otherwise), whether they are morally right or wrong. Boss bullies also may attempt to treat you like a 

puppet, and try to force you to do tasks that are abnormal or seemingly only for their amusement. 
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Statistics 

For over two decades, the Workplace Bullying Institute has provided services for 

unions, employers, expert witnesses, consulting and employer education. 

According to their research, almost 20% of Americans have been bullied at work 

at some point, and over 60% of employees in the United States are affected by 

workplace bullying in some way.  

 

The research also indicates that about 65% of the time the person being bullied at work is a woman, and 

that 70% of the time the person who's doing the bullying is a man.  

 

 

Practical Illustration 

John is talking to his co-worker, Josh, about their supervisor, Michael. John explains to 

Josh that Michael is always sending him emails about the new policies he wants to 

implement, and is asking John’s opinion on them. 

John agrees that some of the policies would be beneficial, but says others may be 

harmful to the productivity of the team. When John disagrees, Michael sends back an 

email stating that John needs to get on board with everything he’s doing, or John’s job could be in 

jeopardy. 

John doesn’t see the connection between agreeing with Michael and keeping his job. He asks Josh his 

thoughts on the matter. Josh tells John that it sounds like Michael is trying to bully him into taking his 

side, and suggests that he talk to Michael and/or HR about the matter at once. 

John said he never thought of it that way, and agreed that he would talk to Michael, and if things do not 

change, he would set up a meeting with Human Resources. 
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Module Two: Review Questions 

1) According to the “Definition” lesson, what is the definition of workplace bullying? 

a) Repeated and unreasonable behavior directed toward an employee or group of employees, 

which creates a risk to health and safety 

b) A persistent pattern of mistreatment from others in the workplace that causes either 

physical or emotional harm 

c) Verbal, physical, or emotional taunting of a co-worker 

d) Tactics such as: verbal bullying, physical bullying, relational aggression, cyberbullying, sexual 

bullying and sexual harassment, and prejudicial bullying 

 

2) According to the “Definition” lesson, why don’t these incidents come to light? 

a) Employee is too shy to express what they are going through 

b) Employee does not know who to report to 

c) Employee who is being bullied works at a lower-level position 

d) Employee does not think their problem is important 

 

3) According to the “What is Workplace Bullying” lesson, what can workplace bullying do to the 

entire workplace? 

a) Employees start feeling excluded 

b) Make the workplace toxic 

c) Employers start caring less about their employees 

d) Nothing happens, the workplace stays the same  

 

4) According to the “Types and Examples of Workplace Bullying” lesson, what is an example of 

workplace bullying?  

a) Prankster 

b) Person who spreads rumors 

c) Person who makes threats 

d) An arrogant person 

 

5) According to the “Types and Examples of Workplace Bullying” lesson, critics are also described 

as ____.  

a) Cynical  

b) Belittling  

c) Demanding 

d) Haters 

https://www.verywellmind.com/how-common-is-female-to-female-sexual-harassment-4134990
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6) According to the “Types and Examples of Workplace Bullying” lesson, what is the example used 

for employees who shut you out? 

a) They are direct with you  

b) They don’t talk to you at all 

c) They exclude you from important information  

d) They become frustrated with you  

 

7) According to the “Statistics” lesson, how long has the Workplace Bullying Institute been 

providing services for workplaces? 

a) 6 decades  

b) 1 decade  

c) 3 decades 

d) 2 decades 

 

8) According to the “Statistics” lesson, what percentage of Americans has been bullied in the 

workplace at some point?  

a) 50 percent    

b) 20 percent 

c) 80 percent  

d) 10 percent 

 

9) According to the “Statistics” lesson, what percentage of women admits to being bullied in the 

workplace? 

a) 65 percent 

b) 80 percent 

c) 15 percent 

d) 30 percent 

 

10) According to the “Statistics” lesson, what percent of people doing the bullying are men?  

a) 85 percent 

b) 35 percent 

c) 70 percent  

d) 75 percent 
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Module Three: Why Does One Bully? 

Bullies hardly ever bully because they think they’re bigger and ‘badder’ 

than anyone else. In fact, quite the opposite is true, and they actually 

have issues with their own confidence. 

 

 

 

 

 

Lack of Self-Esteem 

One of the main reasons that a person bullies is because they are not confident in 

their own abilities. The way they choose to respond to this incompetence is by being 

extra aggressive or belittling to others. They are very sensitive to even the smallest 

comments. Actions or words directed toward them that are even slightly critical of 

their work performance will very likely be found offensive. This is one reason some workplace bullies act 

out the way they do, they feel threatened by their coworkers who outperform them.  

 

It may be a boss who is doing the bullying; they may feel threatened by a worker who is doing an 

excellent job; someone who could potentially replace them. 

 

 

 

A Need to Control 

Bullies can be controlling. One way they measure their productivity is by pushing others 

around, and by talking down to them. This person may not necessarily be someone who 

does the hiring and firing; they may be a same-level coworker trying hard to impress the 

boss. This type of bully wants the boss to see that they are in charge of workplace 

activities and that they are in control of their fellow employees. In a bully's mind, this is 

the type of behavior they think will eventually get them promoted.  

Bullying is not okay. Period. 

Jim C. Hines 
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Being Bullied 

Instinctively, a person will know when they are being bullied simply because of the 

way they feel. A workplace bully may try to make their victims feel isolated. For 

example, an entire office knows about a new rule, but one person isn’t informed. 

When that person breaks that rule (one that they didn't even know about in the first 

place), they get punished for it.  

 

A workplace bully may also try to make their victim do impossible tasks; or give them so much work to 

do that they could not possibly meet a deadline. When the deadline is not met, the bully may shout at 

the worker in front of other people, making them feel horrible and embarrassed. A bullying victim may 

let Human Resources know about this situation, but HR may suggest trying to work the problem out 

with the person. This approach will not likely be helpful, especially if the bully is in a higher position than 

the victim. The victimized worker feels they may lose their job if what they say to the bully is perceived 

as insubordinate. 

 

 

A Toxic Work Environment 

An article in Forbes magazine highlights five clear signs of a toxic work environment. The 

first sign is a narcissistic boss. Whenever someone in charge thinks they can do no wrong 

and does not respond well to suggestions or constructive criticism (especially from 

people who are in lower-ranking positions than they are), it can be intimidating to 

employees who are just trying to do a good job and be open about specific problems 

and/or situations in the workplace. 

Another sign of a toxic work environment is when employees engage in negative gossiping sessions 

about a particular worker or supervisor. Having that kind of negative energy in the workplace can be 

mentally draining. The article also points out a 'lack of transparency' as being toxic among employees. 

An example of this behavior might be when a worker is given a task, and the instructions for completing 

that task are changed without informing the employee. The task is completed following initial directions, 

but completed incorrectly because of a lack of communication between the employee and the 

supervisor. 

When an employee is reprimanded for a particular reason, but another employee is not reprimanded for 

that same reason, this is considered inconsistent rules; yet a further sign of a toxic workplace. 

A final sign is employee fatigue and burnout. When a company or establishment notes an increase in sick 

days and absenteeism, or notices employees are not being as productive as they usually are, workplace 

bullying may be the reason and will need to be addressed and remedied. 
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Practical Illustration 

Sarah, with Human Resources scheduled a meeting with Veronica regarding a complaint 

made by Tamara. During the meeting, Sarah explained to Veronica that one of her co-

workers told her team that she was being bullied by Veronica. She gave specific bullying 

examples, and then asked Veronica if she had anything to say regarding the allegations. 

 

Veronica said she didn’t realize she was being a bully, but admitted she was trying so hard to please the 

boss, that she could see how some of the words and actions she used could be viewed in a negative 

way. She also asked if there was a way she could apologize to the person who made the complaint, and 

ensured Sarah it would never happen again. 
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Module Three: Review Questions 

1) According to the “Lack of Self-Esteem” lesson, why do people bully others? 

a) They want to impress others  
b) They are bored 
c) They think they are better than others  
d) They have confidence issues  

 
2) According to the “Lack of Self-Esteem” lesson, what insecurity might fuel a bully’s negative 

behavior?  

a) They won’t feel better about themselves 
b) They will get bullied  
c) They feel threatened by others outperforming them 
d) They won’t get people to like them 
 

3) According to the “A Need to Control” lesson, bullies are described as __________ 

a) Controlling  
b) Pushovers 
c) Haters 
d) Insensitive 
 

 
4) According to the “A Need to Control” lesson, who do bullies most often target? 

a) Same-level co-workers 
b) Workers above them  
c) Workers below them 
d) Anyone 

 
5) According to the “Being Bullied” lesson, how would a bully want to make their victim feel? 

a) Disliked  
b) Isolated  
c) Terrible 
d) Worthless  

 
6) According to the “Being Bullied” lesson, how will a person know they’re being bullied?  

a) How they feel mentally  
b) How they feel physically  
c) How they feel emotionally  
d) How they feel spiritually  
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7) According to the “A Toxic Work Environment” lesson, what is the first sign you have been hired 
into a toxic work environment?  

a) Lack of transparency  
b) An inconsistent rulebook  
c) When employees have silent, negative gossiping sessions 
d) A narcissistic boss 

 
8) According to the “A Toxic Work Environment” lesson, what does it mean when a lot of people 

are calling in sick?  

a) There is something negative going on  
b) The flu is going around 
c) People aren’t getting paid like they used to 
d) People don’t feel like working  

 
9) According to the “Lack of Self-Esteem” lesson, why would a boss bully someone who is in a 

lower position? 

a) They see potential for that person  
b) They are scared for their position  
c) They know they will not fight back 
d) They don’t think the employee is a good worker  
 

 
10) According to the “Being Bullied” lesson, what would a bully do to their victim? 

a) Embarrass them  
b) Make them do impossible tasks 
c) Verbally abuse them 
d) Keep them out of the loop 
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Module Four: Effects on Employees 

When someone’s being bullied in the workplace, they can go through 

many changes: emotional, physical, or psychological. 

 

 

 

 

Emotional 

When an employee wakes up in the morning and knows that they are going to be 

faced with a toxic work environment that day, one that includes constant workplace 

bullying, it can harm them emotionally. Having to go there every day will make them 

feel more anxious than they normally do. Depending on the severity of the bullying, 

the employee could become very sad, even if they don't display this emotion 

outwardly. Not being able to get counseling for this type of emotional pain could lead 

to more serious issues, like depression. 

 

 

Physical 

Generally, when we think about someone being bullied, we think of the junior high 

student being bullied by the football team. They stuff him inside his locker, dunk his 

head in the boys’ bathroom toilet, and find other ways to torment him. Bullying in the 

workplace is different. Victims often have trouble sleeping; they could develop major 

ongoing health problems, such as high blood pressure or ulcers.  

 

 

 

  

If you want to positively influence others, begin by 

influencing how they experience you. 

Sylvia Baffour 
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Psychological 

Merriam-Webster dictionary defines the term "psychological" as "directed toward 

the will or toward the mind, specifically in its conative function". The conative part 

of our brain is what directs us to respond to certain thoughts and feelings. When 

an employee is trying to do a good job, but is always being undermined, 

manipulated, shut out, and made to feel bad about the work they're doing; they 

may develop a negative view of that workplace and the people in it. It's important to remember that the 

way this person responds to bullying will not always be sadness or depression. Some people react to this 

type of abuse in violent ways. The incidents of mass school and office shootings over the years in the 

U.S. by disgruntled previous employees are the proof of this type of response to constant bullying in the 

workplace. 

 

Work Productivity 

A loss of self-esteem in a usually hard-working employee is one of the more 

common effects of workplace bullying. That loss of confidence in their abilities will 

lead to other things like not being able to concentrate as well as they had in the 

past. In a healthier work environment, this employee would not have had a 

problem making decisions, or with taking more control of the tasks at hand. If workplace bullying has 

been going on for some time, it could take many hours of counseling for this employee to return to the 

highly motivated and productive worker they once were. 

 

Practical Illustration 

As Mason was walking into the office, Isaac noticed that his face was pale and that he 

looked sick. After giving Mason a few minutes to get settled in, Isaac approached him and 

asked if he was okay. Mason said he was and that he just had some things on his mind. Isaac 

did not want to pry, but told Mason if he needed to talk, he’d be there to lend a listening 

ear. 

Mason paused, and then asked Isaac if they could step into the hall for a few minutes so they could talk. 

Mason went on to tell Isaac that he was stressed out because of his team lead, Paul. He said ever since 

Paul became team lead, he’s been trying so hard to show their manager that he can do a great job. “I 

understand why he wants to prove himself to management, but I don’t understand why he has to bully 

those of us working under him to make that happen”. Mason continued by saying that each evening, he 

goes home with a headache, and each morning, his stomach churns as he enters the office. 

Isaac told Mason that the way he is being treated is not acceptable, and he needs to talk to the 

appropriate person so that an immediate stop is put to it. Mason agrees and takes his complaint to his 

manager. 
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Module Four: Review Questions 

1) According to the “Emotional” lesson, what might a person feel when going to a toxic workplace 

every day? 

a) Dread 

b) Isolation  

c) Anxiety 

d) Sadness 

 

2) According to the “Emotional” lesson, what can bullying lead to? 

a) Depression  

b) Lack of relationships  

c) Low self-esteem 

d) Poor performance in school or work  

 

3) According to the “Physical” lesson, what examples were used on what people can develop from 

physical bullying? 

a) Heart problems  

b) Ulcers  

c) Mental issues  

d) Liver problems 

 

4) According to the “Physical” lesson, what is the example used of “stereotypical” physical 

bullying?  

a) The mean girls  

b) The high school jocks 

c) Boss vs. employee  

d) Strong against vulnerable 

 

5) According to the “Psychological” lesson, what is the Merriam-Webster dictionary definition of 

“psychological”?   

a) Communicating with someone through their mind  

b) Using someone’s mind to get to their emotions 

c) The mind in general 

d) Directed toward the will or toward the mind, specifically in its conative function 
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6) According to the “Psychological” lesson, how do some people respond to being bullied? 

a) Bullying others 

b) Crying  

c) Violence 

d) Questioning their worth 

 

7) According to the “Work Productivity” lesson, what might someone lose if being bullied in a 

workplace? 

a) Concentration  

b) Friends  

c) Work ethic  

d) Money  

 

8) According to the “Work Productivity” lesson, what would someone have to do to help what they 

have gone through from bullying? 

a) Quit the job  

b) Tell a friend 

c) Push through it  

d) Get counseling  

 

9) According to the “Work Productivity” lesson, how does bullying a hard-working employee affect 

the company? 

a) Decreased profits 

b) Toxic environment  

c) Decreased productivity  

d) Nothing  

 

10) According to the “Emotional” lesson, what can lead to depression from bullying? 

a) Letting others tell you how you feel  

b) Ignoring how you feel 

c) Not standing up for yourself 

d) Keeping your emotions in  
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Module Five: Effects on Company 

If a company ignores a person who says that they're being bullied 

while working there, it could end up hurting their bottom line more 

than they think. 

 

 

 

 

Employee Turnover and Low Morale 

Investopedia did a report that highlighted percentages when it came to employee 

turnover and morale as a result of workplace bullying. In their research, they found 

that between 25% and 50% of the entire workforce has experienced some type of 

workplace bullying. Statistics show that 70% of employees who are victims of this 

end up leaving their employer. In addition to lowering the level of good morale among workers, the 

recruiting and training costs to obtain more employees is astounding. 

 

 

Employee Assistance Programs 

According to the Center for Workplace Mental Health, companies lose nearly 

$250 million every year as a result of workplace bullying. They point out very 

costly things like "productivity, employee turnover, healthcare insurance claims, 

worker’s compensation disputes, employee recruitment and retraining, and 

litigation". These and other types of Employee Assistance Programs, including 

those that cater to the counseling and mental health assistance of bullied employees can really put a 

dent in an organization's budget and earnings.  

 
 
 

We rise by lifting others. 

Robert Ingersoll 
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Decreased Productivity 

Workplace bullying is something that can cripple an employee's 

productivity over a period of time. Statistics show that victims of 

bullying tend to become less productive the longer such behavior 

continues. Employees do not want to be exposed to such a toxic 

environment, so they call in sick more often. When they are at work, the 

constant irritation and aggravation of the bullying simply doesn't allow 

them to mentally or physically perform at the level that they usually do. 

 

 

Reputation 

Even if an employee doesn't confront a bully at work, or tell those in higher 

positions what's happening, they will talk about it outside of work to family, friends, 

neighbors, etc. This could easily ruin the reputation of a company, especially one 

that depends on localized clients. It can tarnish the company's image.  

 

 

Practical Illustration 

Beverly and Patrick work in the Human Resources department. They are meeting to discuss 

the many employees who are suddenly resigning from their positions, and the noticeable 

decrease in morale and productivity of the employees who are there. Patrick mentions some 

negative comments he has been hearing from outside the company. 

They are trying to put everything together in terms of why this is all happening at the same time. Beverly 

mentions that during the exit interview of one of their employees, the gentleman told her that the 

attitude of his supervisor was one of the driving forces in his decision to leave the company. 

Beverly and Patrick looked over the charts of the four employees that had recently left, and noticed they 

were all under the same supervisor, the supervisor the other former employee had mentioned in his exit 

interview. 

With this information, the pair decided to further investigate information on the supervisor to see if 

they could find a definite link. 
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Module Five: Review Questions 

1) According to the “Employee Turnover and Low Morale” lesson, what is the average percentage 

of people who have been bullied in the work place? 

a) 50 percent  

b) 40.5 percent  

c) 37.5 percent  

d) 35.7 percent  

 

2) According to the “Employee Turnover and Low Morale” lesson, what percent of victims leave 

their employer due to workplace bullying?  

a) 80 percent 

b) 70 percent 

c) 60 percent 

d) 50 percent 

 

3) According to the “Employee Assistance Programs” lesson, how much money do companies lose 

a year due to workplace bullying? 

a) $225 million  

b) $300 million 

c) $250 million 

d) $100 million  

 

4) According to the “Employee Assistance Programs” lesson, what do companies have to spend 

their money on for victims of workplace bullying? 

a) Counseling  

b) Insurance  

c) Emotional distress claims 

d) Firing the bully 

 

5) According to the “Decreased Productivity” lesson, why does a victim’s productivity decrease? 

a) They don’t feel they are good enough to do the work like everyone else 

b) They are afraid of what their bully might think or say 

c) They don’t feel their work is being appreciated 

d) They don’t want to be in that toxic work environment 
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6) According to the “Decreased Productivity” lesson, what might a victim do to avoid going to the 

workplace? 

a) Skip work altogether  

b) Call in sick  

c) Quit their job  

d) Do their work at home 

 

7) According to the “Reputation” lesson, who was NOT mentioned as someone a victim would tell 

about their bullying? 

a) Their casual acquaintances 

b) Their friends 

c) Their family 

d) Their neighbors 

 

8) According to the “Reputation” lesson, if the victim talks to outside people, what could happen to 

the company? 

a) They can lose employees 

b) They can lose money 

c) They can lose their reputation  

d) They can lose partners or clients  

 

9) According to the “Employee Turnover and Low Morale” lesson, what could happen if a company 

ignores a bullying report? 

a) Nothing happens 

b) It can make the company lose employees 

c) It can damage their status quo 

d) It hurts their bottom line 

 

10) According to the “Employee Turnover and Low Morale” lesson, what decreases with workplace 

bullying? 

a) Respect  

b) Morale 

c) Profit  

d) Trust 
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Module Six: Company Policy 

More companies than ever before are setting anti-bullying policies 

into place to ensure that their workplace culture doesn't become 

toxic. 

 

 

 

 

Anti-bullying Policy 

Establishing a concrete Anti-Bullying Policy is vital for companies within the U.S. 

and worldwide, because many times people confuse harassment and bullying by 

thinking they are the same thing. There are actually differences between them 

that should be pointed out to employees who are not quite clear on the subject. 

Business News Daily published a piece in early February of 2020 that explains it in more detail. According 

to the experts "Bullying" is specifically defined as "words or actions that make a person feel 

uncomfortable, threatened or intimidated, and is against the law in some states". "Harassment" is 

actually "aggressive pressure" that is "equal to discrimination in some states".  

Employees should know the difference, so that if they make a report against someone, they don't label 

them as a bully when they're actually being harassed, or vice versa. 

 

 

 

Workplace bullying-in any form-is bad for 

business. It destroys teamwork, commitment 

and morale. 

                            Tony Morgan 

 



Page 33 

 

Frequently Updating Policy 

Workplace bullying sometimes gets ignored when employees report incidents of 

it to their higher-level managers and supervisors, because there's no legal 

requirement for many companies to have an anti-bullying policy. When it comes 

to harassment, there's usually a requirement to have a policy in place. Of course, 

both of these policies are important, and an anti-bullying policy should be 

updated just as frequently as one for harassment.  

 

Train Employees 

It's important for companies to make it a professional requirement that all 

employees complete Workplace Bullying Training. According to the Occupational 

Safety and Health Act (OSHA), employers are responsible for providing a place of 

employment that is void of hazards that cause, or are likely to cause, harm or 

even death to its employees. More companies are taking Workplace Bullying 

Training more seriously; if an employee is officially trained, knows what workplace bullying is, and still 

continues to bully others, they can't respond by saying, "Oh, I didn't realize I was bullying them” if a 

coworker makes an accusation. 

 

Highlight Consequences for Non-Compliance 

Those who are consistently bullying coworkers should be well aware that what 

they are doing is wrong, and that there will be consequences for their actions if 

they are found to be guilty of them. In most instances, punishment for workplace 

bullying will start out with something like behavioral probation, depending on the 

seriousness of the situation. The next step would be suspension from employment, and ultimately 

termination of employment, if deemed necessary. 

 

Practical Illustration 

Camille and Aaron are working on the anti-bullying policy for ABC Paper Company. They are 

working to make sure they include all of the appropriate components of the policy, including 

the details of bullying and the consequences if one is determined to be a bully. 

Aaron asks Camille how they plan to go about training employees on the policy. She says they 

are going to allow employees to complete the training online, and then do the test which ensures they 

understand and agree to the policy. 
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Module Six: Review Questions 

1) According to the “Anti-Bullying Policy” lesson, what is the difference between bullying and 

harassment? 

a) Bullying deals with physical states; harassment deals with emotional and mental states 

b) Bullying deals with emotional and mental states; harassment deals with physical states  

c) Bullying is aggressive pressure; harassment is the feeling of intimidation and or being 

threatened  

d) Bullying is the feeling of intimidation and or being threatened; harassment is aggressive          

pressure 

 

2) According to the “Anti-Bullying Policy” lesson, what is harassment equal to in some states? 

a) Physical abuse  

b) Discrimination  

c) Domestic violence  

d) Mental abuse  

 

3) According to the “Frequently Updating Policy” lesson, why does workplace bullying sometimes 

get ignored by supervisors? 

a) There are no legal issues  

b) The employee doesn’t want to make a big deal out of it  

c) There are more important things to worry about like profit 

d) The supervisor wants the bully and victim to deal with it themselves  

 

4) According to the “Frequently Updating Policy” lesson, what type of policy is usually put in place 

for workplaces? 

a) A discrimination policy 

b) An abuse policy  

c) A harassment policy 

d) A violence policy 

  

5) According to the “Train Employees” lesson, what does OSHA stand for? 

a) Open Safety Health Act  

b) Occasional Safe Harassment Act  

c) Occupational Safety and Health Act  

d) Observing Sanctimonious Health Accost  
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6) According to the “Train Employees” lesson, how are employers responsible for their employees? 

a) To make sure they can correctly perform CPR 

b) To make sure they have the correct materials to finish the job  

c) To make sure they know the difference between harassment and bullying  

d) To make sure they don’t come in harm’s way 

 

7) According to the “Highlight Consequences for Non-Compliance” lesson, when someone is 

bullying others, what should their consequences start out with? 

a) Behavioral probation  

b) Go through retraining 

c) Verbally reprimanded  

d) Get isolated from coworkers  

 

8) According to the “Highlight Consequences for Non-Compliance” lesson, what would be the 

worst-case scenario consequence? 

a) Suspending the bully 

b) Firing the bully  

c) Giving the bully more work for less pay 

d) Telling future employers what the bully has done  

 

9) According to the “Train Employees” lesson, what are companies doing to ensure a safe working 

environment? 

a) Putting employees through workplace bullying training  

b) Giving employees a safe place to report something 

c) Making employees take and pass a test on bullying  

d) Firing anyone who is accused of bullying 

 

10) According to the “Train Employees” lesson, when companies employ a workplace bullying 

training, bullies cannot use the excuse _________.  

a) “We didn’t go through training to see what was good and what was bad” 

b) “I thought I was helping them, not hurting them” 

c) “We didn’t go through this in training” 

d) “Oh, I didn’t realize I was bullying them” 
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Module Seven: Training 

It’s easier today than ever before for companies to educate their workers 

about workplace bullying. 

 

 

 

 

 

 

What to Include 

Workplace Bullying Training needs to be specific to bullying, not harassment, 

because they are two different things.  

Some of the other names this course may be known by are Bullying in the 

Workplace Training, Violence in the Workplace Training, Workplace Bullying 

Training, Workplace Violence Class, Workplace Violence Prevention Training, or Workplace Violence 

Training. Some of the sections that should be included are an overview of workplace violence and 

bullying, a section that explains what vulnerable groups are, control and prevention methods, how to 

deal with active shooter situations, and a section on responding to workplace bullying. 

 

 

In learning, you will teach and in teaching, 

you will learn. 

Phil Collins 
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Who Should Be Trained? 

Although it may happen possibly a lot more among the lower-level employees and their 

direct supervisors, employees at all levels and in all departments need to be trained on 

workplace bullying. This includes mid management, higher management, those who 

work in human resources, and the higher-level executives. These executives are the 

people who need to realize how to respond when lower-level employees bring these 

issues to them; how to go about conducting an investigation, and how to recognize it if they themselves 

are being bullied.  

 

 

How to Conduct 

The Workplace Bullying Training can be conducted as an online course or in-person. 

There are some things to remember when conducting the training in-person. 

Training sessions take time to prepare. It is just as important to try to make any 

mandatory training sessions engaging, as it is to make them informative. Every teacher needs a lesson 

plan, and the same is true of workplace bullying training. Trainers need to consider their audience and 

bring the appropriate materials (such as videos) with them. 

Lesson Plan Outline: 

• Title 

• Session goals 

• Key points 

• How it relates to the company 

• Questions and answers 

Before conducting a training session, prepare the room. Make sure there are enough seats and the 

lighting and temperature are comfortable. It is also important to make sure that you have all necessary 

equipment and enough paperwork for the participants. 
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Check for Understanding 

A Question-and-Answer session should always be held once the training is complete. 

Additionally, employees should be given the contact information of the person or 

persons designated to answer any questions that may arise in the future.  

Upon the completion of the course, the employees will receive an official certificate 

saying that they have finished, and that they understand all of the training materials 

that they just went through. The employee will then sign and date a Workplace Bullying Training 

Confirmation Sheet that is to be kept in their employee file. This will solidify that they have taken and 

completed this workplace bullying training. Only upon the completion of this training will the employee 

sign and date this paperwork.  

 

 

Practical Illustration 

Penelope, Chris, and Zara are preparing to conduct an in-person session on the company’s 

updated anti-bullying policy. Managers, supervisors, and their employees will be in 

attendance. 

Penelope and Chris are preparing the room so that it is conducive to learning, while Zara is 

looking over the PowerPoint presentation to make sure each lesson includes the title, 

session goals, key points, how they relate to the company, and questions and answers. 

The three have determined everything is in order and they are ready to go ahead with the training. 
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Module Seven: Review Questions 

1) According to the “What to Include” lesson, what does workplace bullying training need to be?  

a) Specific 

b) Straight to the point 

c) Long 

d) Inclusive 

 

2) According to the “What to Include” lesson, what is NOT another name for workplace bullying 

training?  

a) Violence in the workplace training  

b) Workplace violence class  

c) Workplace violence course 

d) Workplace violence prevention training  

 

3) According to the “Who Should Be Trained” lesson, what level of employees usually experience 

workplace bullying the most? 

a) High-level employees 

b) Mid-level employees 

c) Low-level employees  

d) Supervisors  

 

4) According to the “Who Should Be Trained” lesson, which of the following was NOT in the 

lesson?  

a) How to respond when issues get brought to executives  

b) How to have a safe and efficient reporting process  

c) How to go about conducting an investigation 

d) How to recognize if executives themselves are being bullied 

 

5) According to the “How to Conduct” lesson, what is something to remember when conducting in- 

person training?  

a) Training sessions are a good way to decrease workplace bulling 

b) Training sessions will take getting used to  

c) Training sessions need to be understandable 

d) Training sessions take time to prepare 
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6) According to the “How to Conduct” lesson, what is a good way to conduct workplace bullying 

training? 

a) Online  

b) In large groups 

c) In small groups 

d) One on one 

 

7) According to the “How to Conduct” lesson, what is NOT part of the lesson plan outline? 

a) Key points  

b) Examples 

c) How it relates to the company 

d) Session goals  

 

8) According to the “Check for Understanding” lesson, when should a question-and-answer session 

be held? 

a) At the end of the lesson  

b) Anytime within the lesson 

c) The middle of the lesson 

d) At the beginning of the lesson  

 

9) According to the “Check for Understanding” lesson, what should employees be given at the end 

of the lesson? 

a) Snacks and refreshments  

b) One on one time with supervisors  

c) A booklet 

d) Contact information 

 

10) According to the “Check for Understanding” lesson, what else would an employee receive when 

training has been completed? 

a) A book going into more depth 

b) A website link for more information  

c) An official certificate 

d) A badge  
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Module Eight: Company Responsibility 

In order to ensure a safe work environment, companies across 

the board are making learning about workplace bullying a top 

priority.  

 

 

 

 

 

Know State and Federal Laws 

It's important to know that there are no federal laws against actual workplace 

bullying, so technically it is not illegal. But there are laws out there that protect 

employees from other things, like a worker being treated badly by managers or 

coworkers because of a disability, their age, their race, their gender, or their 

national origin. That being said, in order for bullying to be looked at as being 

illegal, the workplace bully would have to cross specific lines that are a violation of state and federal 

laws that actually protect from harassment and/or discrimination. 

 

 

Keep Records of All Complaints 

One of the most important things for a bullied employee to do is to keep a record 

of when and where the incidents of bullying happened. Not only do they need to 

document the details of the occurrence, but they also need to record who they 

complained to about the bullying. The victim needs to write down the name of 

that supervisor or higher-level manager to whom they reported bullying, 

specifically documenting the time, date and place when they told them. Also, it's not uncommon for 

employees to use their phones to record what they are saying to a supervisor. In addition to the 

Goodness is the only investment that never fails. 

Henry David Thoreau 
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employee keeping a record of complaints, the company must implement their own method of keeping 

records. This will prove to be beneficial to the employee and protect the company. 

 

 

Investigate Complaints 

When multiple complaints come in about the same person or group who are being 

accused of workplace bullying, the supervisors, managers, and/or owners and 

higher-level executives need to start making the effort to investigate what's going 

on in their workplaces. They could do so by directly talking to the person or persons 

who are being accused. If the incidents continue to happen, they will need to take bigger steps to 

eliminate this problem by bringing in outside investigators, or by disciplining the bully with probation or 

suspension of employment. In the worst cases, the people who are continuously causing the workplace 

to be toxic because of their bullying of coworkers should be terminated. 

 
 

Resolve Complaints 

There are situations when a person may not realize the seriousness of their 

behavior, and genuinely not know they are being labeled or seen as a bully. In 

this occurrence, the upper management of a company should actually sit 

down with that person, let them know what they're doing wrong, and fix the 

bullying issue right then and there. It works out well for everyone and reduces 

the toxicity of the workplace. It's always good when someone who was previously seen as pushy, 

arrogant or controlling can come face-to-face with the victim, apologize, and move forward without 

legal or administrative action. This of course does not always happen, and sometimes resolving 

complaints will end up with someone being disciplined or terminated because of the ongoing bullying 

incidents.  
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Practical Illustration 

William stormed into Gregory’s office and said he feels as though the company is not doing 

everything they should to make sure all employees feel protected from aggressive 

employees. William is asked to elaborate. He explains that there are two members of his 

team who are known around the company as bullies. He said he had witnessed them harass 

others on many occasions, and had been a personal victim of theirs. 

William also stated that he had made several formal complaints, but it seemed that no investigation had 

been completed, and there definitely hadn’t been any resolution. 

Gregory profusely apologized for the situation, and said he would make it his mission to ensure 

William’s complaints were investigated and resolved in a timely manner. 

William thanked Gregory and left his office feeling accomplished. 

 

  



Page 45 

 

Module Eight: Review Questions 

1) According to the “Know State and Federal Laws” lesson, how are companies ensuring a safe 

work environment? 

a) Doing occasional walks around the workplace to see everything  

b) Making sure all employees are comfortable in their environment  

c) Learning about workplace bullying and making it top priority  

d) Getting input from all employees  

 

2) According to the “Know State and Federal Laws” lesson, how many examples were used to 

explain illegal bullying?  

a) 4  

b) 6 

c) 7 

d) 5 

 

3) According to the “Keep Records of All Complaints” lesson, what is one of the most important 

things to do when getting a complaint from a bullied employee?  

a) Keep the complaints  

b) Rip the complaints  

c) Ignore the complaints 

d) Hesitate to take action on the complaints  

 

4) According to the “Keep Records of All Complaints” lesson, what does the victim NOT need to put 

on the complaint? 

a) What the bully has done to them  

b) How the bully was dressed at the time  

c) How many times they have gotten bullied  

d) How the bully made them feel 

How the bully was dressed likely has no relevance to the case 

5) According to the “Investigate Complaints” lesson, when do supervisors, managers, and/or 

owners need to start investigating their workplaces? 

a) When complaints are starting to make less sense  

b) When complaints stop abruptly 

c) When they are tired of getting complaints  

d) When they have gotten multiple complaints about the same person or group of people   
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6) According to the “Investigate Complaints” lesson, how could supervisors discipline bullies?  

a) Let victim decide 

b) Add more work for the same amount of pay 

c) Take away privileges  

d) Suspension of employment 

 

7) According to the “Resolve Complaints” lesson, what is an easy way to solve bullying in a 

workplace without worrying about legal issues? 

a) Let bully do a nice deed for the victim 

b) Let victim tell the bully how they feel  

c) Have bully apologize  

d) Keep bully away from victim 

 

8) According to the “Resolve Complaints” lesson, what could happen if the bully still persists? 

a) They can be ignored 

b) They can be terminated  

c) They can get counseling  

d) They can move locations  

 

9) According to the “Keep Records of All Complaints” lesson, what is another common way victims 

share their complaints?  

a) Record with their phones 

b) Send an email 

c) Tell someone else 

d) Call a supervisor  

 

10) According to the “Know State and Federal Laws” lesson, what is an example of a violation of 

state and federal laws? 

a) Exclusion  

b) Argument 

c) Skipping work  

d) Discrimination  
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Module Nine: Being Bullied 

Would you know if you were being bullied at work by a co-worker? And if you 

were, what would you do about it? 

 

 

 

 

 

Seek Support 

After being bullied at work, some victims may feel so embarrassed or ashamed that 

they will actually ignore seeking the counseling and support that they really need. It's 

important to remember that personal health (physical and mental) should be 

prioritized when recovering from these types of traumatic situations, especially if they 

had been going on for a long period of time. It's okay to see medical professionals, 

mental health specialists, or to seek therapy. Also, it's important when trying to 

recover from mentally damaging workplace bullying to not isolate oneself from friends and family. 

 

 

Document 

Consistently documenting events of workplace bullying as they happen will be in a 

person's best interest if they are the victim. Being able to document these episodes 

well will depend on how well the employee actually understands workplace bullying. 

This is why employees receiving official training to recognize signs of this type of 

behavior is very necessary. Those who are being bullied should research state and company policies to 

see how they match up with what's going on in their own situation. 

Bullying is a horrible thing. It sticks with you 

forever. It poisons you. But only if you let it. 

Heather Brewer 
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Report 

Knowing who to report to when they are being bullied is something that should 

be explained in the training. If a person is ever ignored by a higher-level 

manager or supervisor when reporting workplace bullying that employee 

should know that they have every right to go above their immediate 

supervisor’s head, and talk to their bosses. They should never hesitate to seek 

out those people in the company who work in human resources, call company hotlines, or report to 

other high-ranking company officials about how they have been experiencing workplace bullying on a 

regular basis.   

 

 

Speak Up 

Speaking up to a bully is likely the hardest thing for a victimized employee to do. 

They may be afraid of the person, or the bully may be someone who can fire 

them. In this situation, they should try to pull the bully aside and away from 

other people to talk to them one-on-one.  

Bullies are generally concerned about what others think, and that's why they will sometimes try to 

embarrass their victim(s) in front of other coworkers. Confronting your bully alone is a good method to 

get straight to the point. In this conversation, the victim should be completely honest with the bully 

about how the situation affects them. If this private conversation doesn't work, and the bully doesn't 

back off, then the next step would be to talk to upper management. 

 
 

Practical Illustration 

Ivy talked to Harry about an incident of bullying she witnessed happening to him. Harry said 
it has happened a few times, but it’s not a big deal. Ivy explained to Harry that the behavior 
of the perpetrator is not appropriate in any setting, and that he should seek support from 
HR to make sure this doesn’t continue. 
Harry admitted that he knows that the behavior is not okay, but he feels embarrassed about 

going to HR because the bully is a woman who is half his size. He felt like he would be 

viewed as a wimp and no one would take him seriously. 

Ivy said no matter who is doing the bullying, there should be documentation so it can be investigated 

and stopped.  

Harry said he will talk to the bully first and let her know he won’t tolerate her actions anymore, and if 

that doesn’t work, he will then make a complaint with Human Resources. 
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Module Nine: Review Questions 

1) According to the “Seek Support” lesson, what might victims do because they feel too 

embaarrassed for getting bullied? 

a) Avoid help  

b) Deal with the problem themselves  

c) Do nothing  

d) Stress eat  

 

2) According to the “Seek Support” lesson, what should one NOT do if they are recovering from a 

mentally damaging workplace?  

a) Let out emotion through violence  

b) Keep their emotions in  

c) Isolate oneself 

d) Harm themselves 

 

3) According to the “Document” lesson, what would be in the victim’s best intrest? 

a) Let someone know what’s going on  

b) Find a new hobby  

c) Sharing experiences  

d) Documenting events  

 

4) According to the “Document” lesson, what should the victim do to figure out if their 

experiencing workplace bullying or not? 

a) Go online and search examples of workplace bullying  

b) Take their gut feeling  

c) Research state and company policies 

d) Ask a friend or coworker  

 

5) According to the “Report” lesson, where should someone learn about workplace bullying?  

a) In school  

b) In training  

c) Never  

d) In public  
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6) According to the “Report” lesson, what should someone do if their immediate supervisor 

ignores their complaints? 

a) Give up  

b) Talk to a higher level supervisor  

c) Argue with the supervisor 

d) Ask a coworker for their input 

 

7) According to the “Speak Up” lesson, what is the hardest thing a victim has to do? 

a) Having to work with the bully 

b) Having to look at the bully face to face 

c) Speaking up to bullies 

d) Seeing the bully everyday 

 

8) According to the “Speak Up” lesson, what is the victim often afraid the bully can do? 

a) Fire them 

b) Hurt them 

c) Punish them 

d) Jeopardize their career  

 

9) According to the “Speak Up” lesson, what are bullies most concerned about?  

a) Raising their self-esteem 

b) Who is their next victim  

c) What others think 

d) What they are going to say to their victim  

 

10) According to the “Speak Up” lesson, what is a good method to stop the bullying faster and more 

effectively?  

a) Email or call them 

b) Ask your friends to join you 

c) Talk to them in a group  

d) Confront the bully individually  
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Module Ten: Someone Else Being Bullied 

Some people out there just don't stand up for themselves like they 

should. Would you stand by and watch a co-worker get bullied over 

and over again? 

 

 

 

 

Support Victim 

If you're the type of person who doesn't like to stand by and see people get 

pushed around, then bravo to you. And, there is a way that you could effectively 

utilize that personality trait if you witness one of your co-workers being bullied 

in the workplace. If you find yourself sitting on the sidelines overhearing or even 

bearing witness to someone being bullied on the job, the best thing that you can 

do initially is pull that victim to the side and ask them if they realize that they are 

being bullied and that it is wrong for that to be happening. It's important to establish this knowledge 

because sometimes they may not even realize that the way someone is continuously aggravating them, 

isolating them, gossiping about them, or treating them badly in other ways is actually labeled as 

workplace bullying, and it needs to stop immediately. 

  

 

Document 

When you witness the bullying, pull the victimized person to the side and let them 

know that something must be done about it, it's important that you encourage 

them to document these incidents. They may be hesitant to do so, but let them 

know that without proof there will be no record or building of a case against the 

bully. Tell them that they can write down what happens to them, and that you have 

Part of being a person is about helping others. 

Regis Murayi 
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their back when it comes time to take it to the supervisors. Try to make them understand that taking the 

time to write something down will be very convincing in the eyes of whoever they report it to, and it will 

make them take the victim's case a lot more seriously. 

 

 

Report 

Let the victim of workplace bullying know that you are available to be with them 

when they speak to the supervisor, manager, or human resources personnel. You 

should also tell them that if they do not report it, you will. Your support may offer 

them the courage to act. At that point, they'll probably be willing to make a report. 

 

 

 

Encourage Victim 

There are three main types of workplace bullies: The Email Bully, the 

Social Media Bully, and the age-old, Mean Bully.  

The email bully may start a conversation about a particular coworker. It’s 

in the best interest of this coworker not to respond to that email; but 

instead, to confront the instigator of the group email and ask for 

clarification of the meaning, as the intent was not clear. Confronting the 

bully can help build your confidence and put an end to the bullying. 

The Social Media Bully goes online gossiping with the intent of tarnishing the image of a particular 

coworker. Instead of going back and forth online with this bully, the victim should ignore them. 

The Old-Fashioned Mean Bully is the loud, obnoxious one that you cannot talk to. No matter how hard 

you try to resolve the situation with them, it's no use, and they keep doing the same thing over and over 

again. When you find yourself at the point that you cannot talk to them, take it to the supervisor.  

 
https://www.forbes.com/sites/dailymuse/2012/02/27/3-workplace-bullies-and-how-to-stand-up-to-
them/#7571f9c72ccd 

 

 
  

https://www.forbes.com/sites/dailymuse/2012/02/27/3-workplace-bullies-and-how-to-stand-up-to-them/#7571f9c72ccd
https://www.forbes.com/sites/dailymuse/2012/02/27/3-workplace-bullies-and-how-to-stand-up-to-them/#7571f9c72ccd
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Practical Illustration 

Samantha is crying in the restroom. Faith asks her what’s wrong. Samantha states that she is 

being bullied by Jackie, an employee who has been with the company for five years. Faith 

asks Samantha if she has reported this to her manager or filed a complaint with Human 

Resources. 

Samantha bluntly says, “I haven’t, and I don’t plan on doing so. I’m afraid they won’t believe 

me because they have worked with Jackie for so long. Even if they do believe me, they’ll speak to Jackie, 

and I’m afraid she’ll retaliate.” Faith assures Samantha that she understands her concerns, but she 

doesn’t have to put up with being mistreated. 

Samantha agrees with Faith, but she just doesn’t have the guts to do it. Faith asks if it would help if she 

accompanied her to HR to make the report. She says she will not only be there as emotional support but 

that she will back-up everything Samantha says. 

Samantha agrees that Faith’s presence would give her the confidence she needs to make the report. The 

two head to Donna, the director of Human Resources. 
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Module Ten: Review Questions 

1) According to the “Support Victim” lesson, what is the first thing you should do if you see a 

coworker being bullied?  

a) Report to a supervisor 

b) Pull the victim aside and ask if they know what’s going on  

c) Let the victim handle it themselves 

d) Wait for the victim to leave and talk to the bully 

 

2) According to the “Support Victim” lesson, what is an important thing to establish with the 

victim? 

a) Nothing 

b) Friendship 

c) Knowledge 

d) Bravery  

 

3) According to the “Support Victim” lesson, what might a victim NOT realize when they are getting 

bullied? 

a) Someone is aggravating them 

b) Someone is isolating them 

c) Someone is gossiping about them  

d) Someone is helping them  

 

4) According to the “Document” lesson, it is important to ________ the victim to/from 

document(ing) the events.  

a) Persuade  

b) Force  

c) Discourage 

d) Encourage  

 

5) According to the “Document” lesson, if the victim documents and reports their case, supervisors 

will take their case a lot more __________. 

a) Seriously 

b) Efficiently 

c) Kindly 

d) Intensely  
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6) According to the “Document” lesson, how will victims typically feel when being asked to write a 

report? 

a) Excited  

b) Scared  

c) Hesitant  

d) Confused  

 

7) According to the “Report” lesson, how could you be with the victim to make them feel more 

comfortable?  

a) Emotionally 

b) Physically 

c) Mentally 

d) Spiritually 

 

8) According to the “Report” lesson, what should you tell the victim? 

a) They will really regret not reporting  

b) If they don’t report, you will  

c) This chance is now or never 

d) Reporting is the only way to get justice 

 

9) According to the “Encourage Victim” lesson, what is NOT one of the three types of workplace 

bullies? 

a) The email bully  

b) The social media bully  

c) The old-fashioned mean bully 

d) The text bully     

 

10) According to the “Encourage Victim” lesson, what is the best thing to do when you receive a 

mean email, text, or letter? 

a) Ignore it  

b) Report it   

c) Respond to it  

d) Send to a coworker or friend 
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Module Eleven: Company Address the Bully 

Eventually the company has to say something to a bully that doesn't let up 

on his victims. If they don't do anything about it, the workplace can 

become toxic, and others will think that bullying is okay. 

 

 

 

 

Confront 

If after the person who has been bullied confronts the bully and has tried to work it out 

peacefully, and still the situation has not improved; the victim should then report the 

incident(s) to their immediate supervisors, human resources, or upper management. 

The best way to do this is with a private meeting between the bully (or bullies), the 

victim, and company management.  

 

 

 

Put on Probation 

If the employee accused of workplace bullying is found guilty of the accusations, 

then actions must be taken to correct his/her inappropriate and unprofessional 

behavior. Sometimes this can be resolved by putting that person on probation; 

they continue to come to work as usual, but with certain rules now set in place. 

The bully should know that, as a term of their probation, further reports of 

bullying, will lead to added disciplinary action. Managers and supervisors may also suggest Anger 

Management classes, People Skills classes, or retraining in the company's Workplace Bullying Training 

Course. 

 

The key to handling problems and conflict within an 

organization is to keep the channels of 

communication wide open. 

Anita Roddick 
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Suspend 

After taking the previously noted steps, hopefully, behavior improves. If there are 

further infractions, the next step should be suspension, preferably without pay. 

The company needs to make an example of this behavior, and let employees know 

that workplace bullying will not be tolerated.  

 
 

Terminate Employment 

A company ultimately does not want to let an employee go. It costs extra money 

to recruit and train new employees. It is better if the bullying issue can be dealt 

with and resolved, but sometimes a person just doesn't change. And, rather than 

risk the workplace becoming more toxic, perhaps the best thing to do is to 

completely terminate their employment.  

 
 

Practical Illustration 

Lionel and Kelsie are meeting with Nathan about the many charges of workplace bullying 

against him. They explained that according to company policy, they must put him on 

probation. He will continue to come to work at his scheduled time, but he will be working in 

an area away from others. He will also be required to retake the company’s Workplace 

Bullying Training. 

Nathan said he was just “playing” with his co-workers and doesn’t understand why the company must 

take things to this extreme. 

Lionel reminded Nathan that he took the company’s Anti-bullying Training, that outlines what bullying 

looks like, and the consequences of engaging in such behavior. He also showed Nathan his file that he 

signed stating he understood and agreed to the policy. 

After a brief hesitation, Nathan agreed to the terms of his probation, and signed the form. 
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Module Eleven: Review Questions 

1) According to the “Confront” lesson, what could happen to the workplace if bullying continues? 

a) It can lose productivity  

b) It can become toxic  

c) It can become tense  

d) It can lose employees  

 

2) According to the “Confront” lesson, who should the victim go to after being bullied for a long 

time? 

a) To the bully  

b) Coworker  

c) Immediate supervisor  

d) Headquarters  

 

3) According to the “Confront” lesson, who should you NOT have in a meeting when trying to fix a 

bullying situation?  

a) Coworkers  

b) Bully or bullies 

c) The victim  

d) Company management  

 

4) According to the “Put on Probation” lesson, what is probation? 

a) When the bully has to work harder for the same amount of money  

b) When the bully has to do all of their work online and can’t see coworkers 

c) When the bully is separated from all of their coworkers 

d) When the bully still goes to work as usual, but has to follow a set of certain rules  

 

5) According to the “Put on Probation” lesson, what would supervisors NOT suggest for the bully? 

a) Anger management classes  

b) Counseling  

c) People skills classes  

d) Updating and/or retaking the company’s workplace bullying training course  
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6) According to the “Suspend” lesson, if a bully gets workplace suspension, what could they lose? 

a) Respect  

b) Money  

c) Friends  

d) Their job  

 

7) According to the “Suspend” lesson, after suspending an employee, the main goal is for 

employee’s behavior to be ___________. 

a) Improved 

b) The same 

c) Worse  

d) Liked  

 

8) According to the “Terminate Employment” lesson, what can sometimes be the best thing to do 

to a bully or group of bullies? 

a) Decrease their pay  

b) Ignore them  

c) Reprimand them 

d) Fire them  

 

9) According to the “Terminate Employment” lesson, what does letting go of an employee cost? 

a) Extra money  

b) Extra time  

c) Extra resources  

d) Extra energy  

 

10) According to the “Confront” lesson, when do supervisors have to start coming in to help solve 

the bullying? 

a) When a coworker turns in the bully  

b) When the victim tried to peacefully work out the problem with the bully  

c) When the bully turns in him/herself  

d) When the victim’s work ethic negatively changes  
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your journey 

to improve your understanding of Workplace Bullying is just beginning. 

Please take a moment to review and update your action plan. This will 

be a key tool to guide your progress in the days, weeks, months, and 

years to come. We wish you the best of luck on the rest of your travels! 

 

 

 

Words from the Wise 

"Dealing with backstabbers, there was one thing I learned. They're only powerful when you got your 
back turned." 
 
-Eminem 
 

"I don't have to attend every argument that I'm invited to." 
 
-W.C. Fields  
 
 

"Nothing in the world is more dangerous than sincere ignorance and conscientious stupidity." 
 
-Reverend Dr. Martin Luther King, Jr. 
 

"Remember not only to say the right thing in the right place, but far more difficult still, to leave unsaid 
the wrong thing at the tempting moment." 
 
-Benjamin Franklin 
 

Only a life lived for others is a life worthwhile. 

 

Albert Einstein 
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Lessons Learned 

The objective of this course was to teach the following: 

•    Define Workplace Bullying and why it is essential that it is prevented in the workplace. 
 

•    Identify the benefits for self and the company, in pursuing an objective of eliminating workplace 
bullying completely. 
 

•    Successfully raise awareness of what workplace bullying is, and how to recognize and prevent it from 
happening. 
 

•    Identify different types of workplace bullying, and how they negatively affect the workplace overall. 
 

•    Discuss Human Resources and its best practices to dealing with issues associated with workplace 
bullying. 
 

•    Define the steps to handling complaints associated with workplace bullying. 
 

•    Describe the benefits of recognizing and eliminating Workplace Bullying, and the negative effects of 
ignoring it when it's happening. 
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Appendix 

Worksheet 1 

Define Workplace Bullying 

 

Using your knowledge of bullying, create a brief definition. 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Worksheet 2 

Pay 

 

Using your knowledge of the lesson, list and briefly explain the three things that a company may have to 

pay for after workplace bullying incidents make them lose employees. 

 

1. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

2. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

3. ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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Worksheet 3  

Tarnished Reputation 

 

Using the lines below, explain how a company's image can be tarnished when an employee is being 

bullied at work. 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Worksheet 4  

Compliance 

 

Using the lines below, write the possible disciplinary steps for someone who continuously exhibits 

workplace bullying. 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Post Assessment 

1) According to the “Definition” lesson, what is the definition of workplace bullying? 

a) Repeated and unreasonable behavior directed toward an employee or group of employees, 

which creates a risk to health and safety 

b) A persistent pattern of mistreatment from others in the workplace that causes either 

physical or emotional harm 

c) Verbal, physical, or emotional taunting of a co-worker 

d) Tactics such as: verbal bullying, physical bullying, relational aggression, cyberbullying, sexual 

bullying and sexual harassment, and prejudicial bullying 

 

2) According to the “Definition” lesson, why don’t these incidents come to light? 

a) Employee is too shy to express what they are going through 

b) Employee does not know who to report to 

c) Employee who is being bullied works at a lower-level position 

d) Employee does not think their problem is important 

 

3) According to the “Lack of Self-Esteem” lesson, why do people bully others? 

a) They want to impress others  
b) They are bored 
c) They think they are better than others  
d) They have confidence issues  
 
 

4) According to the “Lack of Self-Esteem” lesson, what insecurity might fuel a bully’s negative 
behavior?  

a) They won’t feel better about themselves 
b) They will get bullied  
c) They feel threatened by others outperforming them 
d) They won’t get people to like them 
 

5) According to the “Emotional” lesson, what might a person feel when going to a toxic workplace 

every day? 

a) Dread 

b) Isolation  

c) Anxiety 

d) Sadness 

  

https://www.verywellmind.com/how-common-is-female-to-female-sexual-harassment-4134990


Page 68 

 

6) According to the “Emotional” lesson, what can bullying lead to? 

a) Depression  

b) Lack of relationships  

c) Low self-esteem 

d) Poor performance in school or work  

 

7) According to the “Employee Turnover and Low Morale” lesson, what is the average percentage 

of people who have been bullied in the work place? 

a) 50 percent  

b) 40.5 percent  

c) 37.5 percent  

d) 35.7 percent  

 

8) According to the “Employee Turnover and Low Morale” lesson, what percent of victims leave 

their employer due to workplace bullying?  

a) 80 percent 

b) 70 percent 

c) 60 percent 

d) 50 percent 

 

9) According to the “Anti-Bullying Policy” lesson, what is the difference between bullying and 

harassment? 

a) Bullying deals with physical states; harassment deals with emotional and mental states 

b) Bullying deals with emotional and mental states; harassment deals with physical states  

c) Bullying is aggressive pressure; harassment is the feeling of intimidation and or being 

threatened  

d) Bullying is the feeling of intimidation and or being threatened; harassment is aggressive          

pressure 

 

10) According to the “Anti-Bullying Policy” lesson, what is harassment equal to in some states? 

a) Physical abuse  

b) Discrimination  

c) Domestic violence  

d) Mental abuse  
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11) According to the “What to Include” lesson, what does workplace bullying training need to be?  

a) Specific 

b) Straight to the point 

c) Long 

d) Inclusive 

 

12) According to the “What to Include” lesson, what is NOT another name for workplace bullying 

training?  

a) Violence in the workplace training  

b) Workplace violence class  

c) Workplace violence course 

d) Workplace violence prevention training  

 

13) According to the “Know State and Federal Laws” lesson, how are companies ensuring a safe 

work environment? 

a) Doing occasional walks around the workplace to see everything  

b) Making sure all employees are comfortable in their environment  

c) Learning about workplace bullying and making it top priority  

d) Getting input from all employees  

 

14) According to the “Know State and Federal Laws” lesson, how many examples were used to 

explain illegal bullying?  

a) 4  

b) 6 

c) 7 

d) 5 

 

15) According to the “Seek Support” lesson, what might victims do because they feel too 

embaarrassed for getting bullied? 

a) Avoid help  

b) Deal with the problem themselves  

c) Do nothing  

d) Stress eat  
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16) According to the “Seek Support” lesson, what should one NOT do if they are recovering from a 

mentally damaging workplace?  

a) Let out emotion through violence  

b) Keep their emotions in  

c) Isolate oneself 

d) Harm themselves 

 

17) According to the “Support Victim” lesson, what is the first thing you should do if you see a 

coworker being bullied?  

a) Report to a supervisor 

b) Pull the victim aside and ask if they know what’s going on  

c) Let the victim handle it themselves 

d) Wait for the victim to leave and talk to the bully 

 

18) According to the “Support Victim” lesson, what is an important thing to establish with the 

victim? 

a) Nothing 

b) Friendship 

c) Knowledge 

d) Bravery  

 

19) According to the “Confront” lesson, what could happen to the workplace if bullying continues? 

a) It can lose productivity  

b) It can become toxic  

c) It can become tense  

d) It can lose employees  

 

20) According to the “Confront” lesson, who should the victim go to after being bullied for a long 

time? 

a) To the bully  

b) Coworker  

c) Immediate supervisor  

d) Headquarters  
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