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Dignity at Work Policy (Anti-Bullying and Harassment)

1. Policy Statement

The School is committed to creating a work environment free of harassment and
bullying, where everyone is treated with dignity and respect. Harassment and
bullying can have very serious consequences for individuals and the School.
Harassment or bullying may make people unhappy, cause them stress and affect
their health, family and social relationship. It may affect their work performance and
can cause them to leave their job. The effects on the School can include loss of
morale, poor work performance, and increase in turnover of staff, legal claims and
damage to the School's reputation.

The School will not tolerate bullying and harassment of any kind. All allegations of
bullying and harassment will be investigated and, if appropriate, disciplinary action
will be taken. The School will also not tolerate victimisation of a person for making
allegations of bullying or harassment in good faith or supporting someone to make
such a complaint. Victimisation is a disciplinary offence.

Staff facing allegations of harassment or bullying may face disciplinary action, up to
and including dismissal and could be personally liable to pay compensation in legal
claims. In some instances, harassment may be a criminal offence and a civil action
under the Protection from Harassment Act 1997.

2. Legal Context

The Equality Act 2010 established that employees with a protected characteristic
should not be subject to harassment (unwanted behaviour) relating to one of the
following:

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

3. Who the Policy covers?

This policy covers bullying and harassment of all staff, governors, contractors,
agency staff and anyone else engaged to work in a paid or unpaid capacity at the
School, whether by direct contract with the School or otherwise.

If the complainant or alleged harasser is not employed by the School, e.g. if the
worker's contract is with an agency, this policy will apply but the School could not
dismiss the worker and would instead require the agency to remove the worker, if
appropriate, after investigation.
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N.B. The policy covers bullying and harassment in the workplace and in any
work-related setting outside the workplace, e.g. off-site visits, social media and
work-related social events

4. Definitions and Principles

What is bullying and harassment?
4.1 Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an
abuse or misuse of power that undermines, humiliates or injures the person on the
receiving end.

4.2 Harassment is unwanted conduct related to relevant protected characteristics,
which are sex, gender reassignment, race (which includes colour, nationality and
ethnic or national origins), disability, sexual orientation, religion or belief, pregnancy
and maternity, and age, that:

● Has the purpose or effect of violating a person's dignity or creating an
intimidating, hostile, degrading, humiliating or offensive environment for that
person.
or

● Has the purpose or effect referred to above because the unwanted conduct is
of a sexual nature?

Conduct may be harassment whether the person behaving in that way intends to
offend. Something intended as a "joke" may offend another person. Different people
find different things acceptable. Everyone has the right to decide what behaviour is
acceptable to them and to have their feelings respected by others. Behaviour which
would be likely to offend will be harassment without the recipient having to make it
clear to the person that this is not acceptable, e.g. inappropriate touching.

In some situations, it might not be so clear that some forms of behaviour would be
unwelcome or could offend. In these cases, one instance of behaviour which may
not have been intended to cause offence might not amount to harassment. It will
become harassment if the individual continues their behaviour after the recipient has
made it clear (by words or conduct), that the behaviour is not acceptable or is
unwanted.

Harassment may also occur where a person engages in unwanted conduct towards
another because they perceive that the recipient has a protected characteristic e.g.
perception that they are gay or disabled; when the recipient does not, have a
protected characteristic. Similarly, harassment could take place where an individual
is bullied or harassed because of another person with whom they are connected or
associated.

There may also be circumstances in which an individual is subjected to unwanted
conduct from a third party. If a member of staff feels that they have been bullied or
harassed by parent, carer, visitor, suppliers, or vendors they should report any such
behaviour to (named person (insert name or position)) who will take appropriate
action.

4.3Examples of bullying or harassment (not an exhaustive list)
i. Bullying and harassment may be misconduct that is physical, verbal or

non-verbal, e.g. by letter or email, through social media or by a person’s
unspoken actions.
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ii. Unacceptable behaviour includes:
● Physical conduct ranging from unwelcome touching to serious assault
● Unwelcome sexual advances
● Demeaning comments about a person's appearance
● Unwelcome jokes or comments in relation to a protected characteristic
● Questions about a person's sex life
● Unwanted nicknames related to a protected characteristic
● The use of obscene gestures
● Excluding an individual because they are associated or connected with

someone with a protected characteristic
● Ignoring an individual because they are perceived to have a protected

characteristic when they do not, in fact, have the protected characteristic e.g.
a member of staff is thought to be Jewish, or is perceived to be a transsexual

● The open display of pictures or objects with sexual or racial overtones (even if
not directed at any person)

● The offer of rewards for going along with sexual advances,
● Threats for rejecting sexual advances
● Spreading malicious rumours or insulting someone, including comments

and/or postings on social media and blogs
● Picking on someone or setting them up to fail
● Making threats or comments about someone's job security without good

reason
● Ridiculing someone
● Banter or flirting.
● Harassment by association e.g. if their child is disabled, wife is pregnant,

friend is a devout Christian.

4.4Examples of Poor Working Relationship
● Undermining a person
● Isolation or non-cooperation at work
● Disrespectful
● Inconsiderate
● Sarcasm
● Negativity and making negative comments
● Treating staff les favourably
● Avoidance of a person
● Mocking
● Deliberately excluding someone from social activities
● Poor communication
● Inconsistent application of policies and procedures

The School will treat complaints of bullying and harassment / poor working
relationship sensitively and maintain confidentiality to the maximum extent possible.

4.5 What is victimisation?
Victimisation is subjecting a person to a detriment because they have complained
(whether formally or otherwise) that someone has been bullying, harassing or
discriminating against them or someone else, or supported someone to make a
complaint or given evidence in relation to a complaint. This would include isolating
someone because they have made a complaint or giving them a heavier or more
difficult workload.
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The School will take appropriate action to deal with any alleged victimisation, which
may include disciplinary action against anyone found to have victimised them.

Making a complaint that a person knows to be untrue, or giving evidence that they
know to be untrue, may lead to disciplinary action being taken against them.

Staff are also protected from victimisation or detriment if they have raised a
protected disclosure under the School’s Whistleblowing Policy.
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Dignity at Work Procedure (Anti-Bullying & Harassment)

5 Introduction

The School has informal and formal procedures for the management of bullying and
harassment. Formal complaints will be managed under the School’s Grievance
Policy and Procedure and, if relevant, the School’s Disciplinary Policy and
Procedure.

6 Dealing with Harassment, Bullying and Victimisation complaints

The School’s policy is to try and resolve matters informally and as early as possible
where that approach is appropriate depending on the nature of the
complaint.

7 Roles and Responsibilities

7.1 Governors
● Ensures that the school complies with the Dignity at Work Policy and Procedure
● Ensures that the Governing Body monitors all relevant dignity at work complaints

to establish if there are any organisational and cultural concerns about the
leadership and management of the school and relationships between staff.

7.2 Headteacher
● Sets a good example by their own behaviour.
● Ensures that there is a supportive working environment.
● Makes sure that staff know what standards of behaviour are expected of them
● Intervenes to stop bullying or harassment.
● Ensures appropriate training and guidance is in place for staff.
● Seeks advice at an early stage, from the Schools’ HR Consultancy team.

7.3 Employee
● Promote dignity at work in the workplace.
● Report incidents to the appropriate person, in line with the policy and procedure
● Can be held personally liable as well as, or instead of, the school for any act of

unlawful discrimination.

N.B. Bullying or harassment will constitute unlawful discrimination where it relates to
one of the protected characteristics. Serious bullying or harassment may amount to
other civil or criminal offences, e.g. a civil offence under the Protection from
Harassment Act 1997 and criminal offences of assault. A single incident can be
considered to constitute harassment if it is sufficiently serious.

All substantiated allegations of bullying and harassment will be considered as
misconduct and dependent upon the nature of the allegations are often considered
to be gross misconduct. The level of disciplinary action will be determined following a
full investigation and may lead to disciplinary action up to and including dismissal
without notice.

7.4 Professional Association/Trade Unions
● Professional Association/Trade Unions are available to advise and support their

members involved in a complaint and attend any appropriate meetings.
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● Promote the principles of dignity at work.

8 School responsibility to manage people effectively

It is important to differentiate between the exercise of ‘management’ responsibility
and bullying or harassing behaviour. Headteacher/Senior Leaders/Governors are
responsible for ensuring that staff who report to them undertake their duties to an
acceptable standard and conduct themselves appropriately.

Headteacher/Senior Leaders/Governors have a responsibility to manage processes
fairly and consistently with all staff within their team. Therefore legitimate, justifiable,
and appropriate monitoring of staff behaviour or job performance does not constitute
bullying or harassment. Carrying out these functions in a fair, firm and consistent
manner is not an act of bullying or harassment, although it is recognised that some
staff may feel stressed or anxious while the procedures are on-going. It is in the
School’s interests that Headteacher/Senior Leaders/Governors should be able to
carry out their duties without threat of ill intentioned, malicious or vexatious
complaints.

Where a complaint is made, a determination will be made as to whether a
Headteacher/Senior Leader/Governors has bullied or harassed a member of staff or
managed them fairly, but firmly and this will normally involve an investigation under
the School’s Grievance Policy and Procedure.

9 Creating a Positive Culture/Working Environment

All staff and governors have a responsibility to help create and maintain a work
environment free of bullying and harassment. They can help to do this by:

● Being aware of how their own behaviour may affect others and changing it, if
necessary - they can cause offence even if they are "only joking"

● Treating their colleagues with dignity and respect
● Taking a stand if they think inappropriate jokes or comments are being made
● Making it clear to others when they find their behaviour unacceptable
● Intervening, if possible, to stop harassment or bullying and giving support to

recipients
● Making it clear that they find harassment and bullying unacceptable
● Reporting harassment or bullying to their line manager,

Headteacher/Governors and supporting the School in the investigation of
complaints

● If a complaint of harassment or bullying is made, not prejudging of victimising
the complainant or alleged harasser.

N.B. If a member of staff witnesses or is subject to behaviour that is obviously
unacceptable (e.g. racist, sexist or homophobic), they should report this issue
directly to the appropriate person in the school.

10 Support for Staff

The School acknowledges that issues of bullying and harassment can be very
difficult and very upsetting for both the complainant and the alleged harasser. If a
member of staff feels that they are being bullied, raising the issue or making a
complaint can be a significant step and if they are accused of bullying or
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harassment, this can be hurtful and damaging. Support that can be offered to the
person raising the complaint and the alleged harasser.

These include:
● A referral to the School’s Occupational Health Service (including medical

support and the counselling service) is available if required during the
investigation of harassment/bullying complaint. The staff will be told in advance
of a referral to Occupational Health.

● The Schools Occupational Health Provider may offer free, confidential and
independent advice on a range of issues from the Employee Assistance
Programme.

● Initial advice on procedure from the schools’ HR Consultancy provider.
● Advice from professional association/trade union

11. Dealing with Dignity at Work Complaints

11.1 Informal Resolution (informal grievance)
11.1.1 Informal Discussion
Staff may be able to sort out matters informally. The person against whom the
complaint is made may not know that their behaviour is unwelcome or upsetting. An
informal discussion may help them to understand the effects of their behaviour and
agree to change it. Staff may feel able to approach the person themselves, or with
the help of another member of staff.

Alternatively, an initial approach could be made on behalf of the member of staff. The
member of staff should tell the person what behaviour they find offensive and
unwelcome and say that they would like it to stop immediately. They may want to
add that, if the behaviour continues, they may make a formal complaint.

At the meeting the member of staff should clearly describe the behaviour to the
offending person and explain to them the impact it is having upon them. Say that it is
unwanted and describe the appropriate behaviour that they would prefer to be used.
Seek agreement for the behaviour to stop

The benefits of this approach are that issues can be resolved quickly, and
relationships can be improved. Alternatively, there may be circumstances where it
may be appropriate and preferable to write to the person regarding their offending or
unwanted behaviour.

When writing the letter, the member of staff should clearly describe the negative
behaviours explain why the behaviours are unwanted and the impact they have upon
them. Describe the alternative, appropriate behaviours and say how they want the
situation resolved (e.g. a meeting or acknowledgement of the letter).

The benefits of this approach are that:
● it allows preparation time
● it enables the member of staff to say what they want
● it acts as a record

The member of staff may wish to seek advice from their professional association or
trade union prior to submitting any letter. The employee may wish to consider
sharing their concerns with a senior member of staff.
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11.1.2 Mediation
In some cases, mediation offers staff an alternative informal process to resolving
perceived bullying and harassment issues rather than by pursuing concerns /
complaints through the School’s Grievance Policy and Procedure. It can be a more
effective way to resolve such matters informally although it may also be used at any
stage of the Grievance Procedure. If a member of staff agrees to take part in
mediation, this does not prevent them from pursuing their bullying and harassment
complaint through the formal Grievance Procedure if mediation does not resolve the
issue.

It is the responsibility of the line manager/Headteacher/Senior Leaders/Governors to
try to resolve day to day workplace differences and independent mediation cannot be
used to resolve all disputes or problems. Further information can be obtained from
Schools’ HR Consultancy Team who will also advise on use of mediation cases.

It can be a more effective way to resolve such matters informally although it may
also be used at any stage of the Grievance Procedure. If a member of staff agrees to
take part in mediation, this does not prevent them from pursuing their bullying and
harassment complaint through the formal Grievance Procedure if mediation does not
resolve the issue.

11.1.3 Counselling
In some cases, the offer of counselling could provide options to support addressing
concerns. This support could be offered to both the employee who has alleged the
bullying and/or the employee accused of bullying, to assist in reflecting on the
concerns raised and where relevant, identify actions to ensure this does not happen
again.

NB where a resolution cannot be found or in certain circumstances the
informal approach is not suitable, then employee can lodge a formal grievance

11.2 Formal approach
11.2.1 Use of Grievance Procedure
If an informal approach does not resolve matters, the employee may lodge a formal
grievance

Where the situation is considered so serious that it should be dealt with formally, a
discussion should take place between your HR Provider and where appropriate the
employees representative.

In accordance with that procedure, they should provide the following information:
a) The nature of the grievance – what is alleged to have occurred, by whom and

when.
b) Where relevant, what the outcome of the informal approach was and the

reason for their dissatisfaction with the informal solution.
c) The remedy or resolution they are seeking.
d) Any witnesses to the incidents complained about.

The dignity at work complaint will then be subject to the procedures laid out in the
school’s grievance procedure.
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11.2.2 Duty of Care
In certain circumstances, where the nature of the complaint is very serious for
example where the legal/regulatory risk is high, the headteacher/Chair of Governors
may need to inform the employee that the matter may need to be dealt through an
alternative procedure such as Disciplinary.

If following a formal investigation there are still concerns about the conduct the
alleged harasser, disciplinary proceedings may be brought against them.

Where a disciplinary investigation is instigated and appropriate action is taken
against the harasser, the employee will be notified of the outcome of their grievance
at the conclusion of the investigation or disciplinary process.

12.Confidentiality

The School will treat complaints of bullying and harassment / working relationships
sensitively and maintain confidentiality to the maximum extent possible. A formal
investigation of allegations will normally require limited disclosure on a "need to
know" basis. For example, your identity and the nature of the allegations must be
revealed to the person you are complaining about, so that they are able to respond
to the allegations.
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Appendix 1

Grievance investigation plan

Name of employee

Date of plan

Investigating officer

Terms of reference

Provisional time frame

Policies and
procedures to review
and follow

Issues that need to be
explored and clarified

Sources of evidence to
be collected

Persons to be
interviewed

(including planned order
of interviews)

Investigation meetings
further arrangements

(When, where, and notes
to be taken by)
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Persons to supply own
statement

Investigation meetings
to be completed by

Collection of evidence
to have been
completed by

Further considerations
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Appendix 2

Grievance investigatory report format

Name of employee

Job title

Allegations

Name of investigating officer

Date

Contents page

Summary of the case – chronology of events

Background and context of the case
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Detailed findings

Conclusions

Summary recommendations

Appendices including:

· witness statements

· statement from employee

· other evidence gathered

· relevant policies and procedures

· copies of relevant correspondence
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Appendix 3

Format for investigatory and witness
interviews

Name

Job title / role

Date

Present

Introduction Purpose of the meeting

Asked to sign statement as true and accurate account

Q1 What did you ………………………?

Q1 Response from employee or witness

Q2 What did you ………………………?

Q2 Response from employee or witness
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Q3 What did you ………………………?

Q3 Response from employee or witness

Q4 What did you ………………………?

Q4 Response from employee or witness

etc

Follow-up questions
and areas probed
further

Signed

Date
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Appendix 4

Grievance hearing procedure

The following procedure should be followed at the hearing:

1. Introductions should be made, and the Chair should explain the purpose and
format of the meeting.

2. The complainant (or his/her representative) puts the case in the presence of the
other party and may call witnesses. They should state how they would like to see
the matter resolved. Witnesses will withdraw once they have given evidence.

3. The other party (or his/her representative) and members of the committee may
question the complainant and any witnesses, including the investigating officer
when relevant. Witnesses will withdraw once they have given evidence.

4. The other party (or his/her representative) puts his/her case in the presence of
the complainant and may call witnesses, including the investigating officer when
relevant. Witnesses will withdraw once they have given evidence.

5. The complainant (or his/her representative) and members of the committee may
question the other party and any witnesses, including the investigating officer.
Witnesses will withdraw once they have given evidence.

6. The complainant and the other party (or their representatives) have the
opportunity to sum up their cases if they so wish.

7. The parties to the case withdraw.

8. The committee deliberates upon the case in private with only appropriate
advisers including the Director of Children’s Services (or his representative) in
attendance

9. If there is a need to recall either party to clarify points of uncertainty, then both
parties should return notwithstanding only one is concerned with the points giving
rise to doubt.

10. If necessary, the meeting might be adjourned, eg to examine new facts or if
emotions rise.

11. The Chair of the committee should inform the employee when they can
reasonably expect a response. Any response will be confirmed in writing.

12. The Chair of the committee will inform the employee that he/she will have the
right to appeal against the outcome of the grievance hearing.
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Appendix 5

Grievance appeal procedure

The Grievance Appeal Committee shall normally consist of three governors.

The Chair of the Grievance committee should be available to answer any questions
at the grievance appeal hearing.

The following procedure should be followed at the grievance appeal hearing:

1. There is a right of appeal on the part of any person or body involved in the case.

2. Grievance appeals should be notified in writing to the Clerk to Governors within
ten days of notification of the outcome of the grievance hearing.

3. Grievance appeals should be considered by a different committee of governors
and should not involve any governors who have previously considered the case.

4. The Grievance Appeal Committee should meet normally within ten working days
of being notified of the appeal or as soon as possible thereafter.

5. All relevant documents should be submitted to the Grievance Appeal Committee.

6. Each party has the right to appear in person and to make oral representations.

7. Each party should be entitled to be accompanied by a teacher professional
association/trade union representative or workplace colleague if they so wish.

8. The Director of Children’s Services (or his representative) should be invited in
order to give advice.

9. The appeal hearing should follow the same format as that for the hearing.

10. If the committee is unable to resolve the matter through agreement between the
parties concerned, it should reach a decision on the matter and should confirm its
decision in writing to the parties concerned.

11. The decision of the Grievance Appeal Committee is final.
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Appendix 6

Formal grievance form
Name

Job title

School

Will you be
represented?

Y / N By whom

Union
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State the reason(s) for your grievance

It is important that you set out the details of the specific issues that you wish to
raise including date, times, details of witnesses and any supporting
documentation.
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Informal action

a) Please provide information regarding the informal steps that you have taken
to try to resolve the grievance, including:

· who the grievance has been raised with

· date grievance was raised

· details of resolution options discussed

· why you are unhappy with the outcome

b) Please provide details of the outcome you are seeking.

Sign

Date

Copy to: Trade Union or other representative
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Appendix 7

Grievance appeal form

Name

Job title

School

Will you be
represented?

Y / N By whom

Union

State the reason(s) for your grievance appeal

It is important that you set out the details of the specific issues that you wish to
raise including date, times, details of witnesses and any supporting
documentation.
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Provide details of the outcome you are seeking

Continue on separate sheet if necessary.

Sign

Date

Copy to: Trade Union or other representative

25



Appendix 8
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Appendix 10

Sample letter – invitation to a grievance hearing

Dear

I am writing to confirm receipt of your formal grievance dated [date]. In accordance
with our grievance procedure, which is enclosed, I now invite you to attend a meeting
to discuss the issues that you have raised. The meeting has been arranged on:

Date:
Time:
Location:

The meeting will be attended by [list attendees].

You are entitled to be accompanied at the meeting by a trade union representative or
work colleague, if you wish. Please inform me as soon as possible of your chosen
companion so that I can make the necessary arrangements to allow him/her to
attend.

The purpose of the meeting is to allow you to explain your grievance and discuss
with us how it can be resolved. If you wish to rely on any written material or
documents, you may simply bring them to the meeting. However, it would be helpful
if you could send copies to me in advance.

If you are unable to attend the meeting, under the terms of the procedure you must
inform us of this fact as soon as possible. If your chosen companion is not available,
you may specify another date for the meeting up to five working days later.

Should you have any queries about this process or questions about what the
grievance meeting will involve, please let me know and I will be happy to discuss the
arrangements in detail with you.

Yours sincerely
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Appendix 11

Sample letter – outcome of a grievance hearing

Dear

Outcome of grievance hearing

Following the grievance hearing that was held with you on [insert date], also present
at the meeting were:

· NAME, Job title/ Role

· NAME, Job title/ Role

If relevant

· You chose to be represented [accompanied] by xxx who is a TU representative
[work colleague].

The purpose of the hearing was to consider the following grievance(s):

[list grievance(s)]

· ………

· ………

I have listened carefully to everything that was presented by

· you and your representative

· management response to the concerns

· and where relevant, the investigating officers report and appendices

· and NAME and ROLE (the person who heard and provided a response to the
stage 1 informal grievance)

I have reached the following conclusions:

[Explain findings in relation to each allegation made by the employee.]
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As a result of these findings, I propose to take no further action.

[OR

As a result of these findings, I propose to take the following action:

[Summarise action to be taken.]]

I hope that this resolves the matter(s) that you have raised. However, if you wish to
appeal, you may do so by setting out your grounds of appeal on the Grievance
Appeal Form (Appendix 7) in writing to the school’s Clerk to Governors by [deadline
for appeal].

Should you wish to appeal, a further meeting will be arranged and will be appeal will
be considered by the Grievance Appeal Committee

Yours sincerely
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Appendix 12

Sample letter – invitation to a grievance appeal hearing

Dear

Grievance appeal hearing

I am writing to confirm receipt of your notice of appeal dated [date] in relation to the
grievance meeting held with you on [date], the outcome of which was sent to you on
[date].

In accordance with the grievance procedure, I now invite you to attend a meeting to
discuss your appeal. The meeting has been arranged on:

Date:
Time:
Location:

The meeting will be attended by [list attendees].

You are entitled to be accompanied at the meeting by trade union representative or
work colleague, if you choose. Please inform me as soon as possible of your chosen
companion so that I can make the necessary arrangements to allow him/her to
attend.

The purpose of the meeting is to allow you to explain the grounds on which you
believe the findings of the original grievance meeting were wrong and should be
changed.

If you are unable to attend the meeting, under the terms of the procedure you must
inform us of this fact as soon as possible. If your chosen companion is not available,
you may specify another date for the meeting up to five working days later.
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Should you have any queries about this process or questions about what the
grievance appeal meeting will involve, please let me know and I will be happy to
discuss the arrangements with you in detail.

Yours sincerely
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Appendix 13

Sample letter – outcome of a grievance appeal hearing

Dear

Outcome of grievance appeal hearing

Following the grievance appeal hearing that was held with you on [insert date], also
present at the meeting were:

· NAME, Job title / Role

· NAME, Job title / Role

If relevant

· You chose to be represented [accompanied] by xxx who is a TU representative
[work colleague].

The purpose of the hearing was to consider the following grievance(s):

[list grievance(s)]

· ………

· ………

I have listened carefully to everything that was presented by

· you and your representative,

· management response to the concerns,

· and where relevant, the investigating officers report and appendices,

· and NAME and ROLE (the person who heard and provided a response to the
stage 2 informal grievance).

I have reached the following conclusions:
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[Explain findings in relation to each allegation made by the employee.]

As a result of these findings, I propose to take no further action.

[OR

As a result of these findings, I propose to take the following action:

[Summarise action to be taken.]]

I hope that this resolves the matter(s) that you have raised. NB You have no further
right to appeal this decision made by the Grievance Appeal Committee

Yours sincerely

35


