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1. Introduction and Governance
1.1 Policy Governance Statement 

Procedural steps that are fundamental to the fair and consistent application of this policy are contained within the main body of the document. Appendices may offer supporting templates or guidance only; no employee rights, obligations, or procedural requirements will be located solely within an appendix.

1.2 Purpose of the Policy

We are committed to providing a working environment free from Harassment and Bullying and ensuring all staff are treated, and treat others, with dignity and respect. We recognise that Harassment or Bullying or Sexual Harassment can occur both in and outside the workplace, such as on business trips or at work-related events or social functions.

For clarity, a work‑related event includes any event organised, sanctioned, or funded by the employer. Informal private gatherings between colleagues are generally out of scope unless a clear and proximate connection to work exists.

The purpose of this Policy is to provide a clear framework for Schools to address incidents of bullying, harassment, and sexual harassment, whether they involve staff (including consultants, contractors, and agency workers) or third parties such as customers, suppliers, or visitors. 

This Policy should be read in conjunction with the Schools Grievance Resolution Policy to ensure a consistent and fair approach to managing concerns and complaints.

Under the Worker Protection (Amendment of Equality Act 2010), effective from 26th October 2024, the Council has a legal duty to take reasonable steps to prevent the sexual Harassment of staff.

This Policy does not form part of any contract of employment or contract to provide services, and we may amend it at any time subject to agreement with recognised Trade Unions.

This Policy reflects statutory requirements in force at the date of adoption and anticipates forthcoming legislative changes, including those introduced by the Employment Rights Act 2025.

1.3 Scope – Who the Policy Applies To

This Policy applies to all Employees, Officers, Consultants, Self-Employed Contractors, Casual Workers, Agency Workers, Volunteers and Interns.

1.4 Relationship with Other Policies

This Policy operates alongside:

· Schools Grievance Resolution Policy
· Schools Disciplinary Policy
· Whistleblowing Policy
· Safeguarding Policies

This policy is designed to ensure compliance with statutory requirements and promote best practice within the School. It supports staff well-being, retention, and performance by providing clear processes and fair treatment.
 
Schools are asked to monitor and review the implementation of this policy regularly, using measurable indicators such as staff retention rates, absence trends, and feedback from staff surveys.
 
Evidence of impact will be documented and available for inspection to demonstrate how this policy contributes to improved teaching quality and positive outcomes for pupils.

2. Legal and Policy Framework

2.1 Council Policy for School‑Based Staff

The Council and Schools will not tolerate bullying, discrimination, harassment or victimisation by or against staff and will take action to address such behaviour.

Any unwanted conduct should be dealt with promptly and sensitively to prevent escalation. Staff are encouraged to:

· Raise concerns about any unwanted conduct as early as possible
· Report incidents they experience or witness so they can be addressed

Staff who raise genuine concerns or participate in investigations will be protected from victimisation. Retaliation will be treated as a disciplinary matter.

The Head Teacher may initiate an investigation where there are reasonable grounds to believe bullying or harassment may have occurred, even where no formal complaint has been made.
This Policy has been consulted on with recognised Trade Unions and is offered to Governing Bodies as good practice for borough‑wide adoption.

2.2 Legal Context

This Policy takes account of:
· Employment Rights Act 1996
· Employment Rights Act 2025 (as implemented and amended)
· Employment Relations Act 1999
· Equality Act 2010 (as amended)
· Worker Protection (Amendment of Equality Act 2010) Act 2024
· Education Act 2002
· School Staffing (England) Regulations 2009
· ACAS Guidance on Grievance and Harassment
· UK GDPR and Data Protection Act 2018
· Communications Act 2003
· Malicious Communications Act 1988

Adoption of this Policy will ensure that the Governing Body will have the full support of the Local Authority in progressing cases. If a Governing Body chooses to adopt an alternative Policy, then a copy, together with the reason for their adoption, should be sent to the Commissioning Director Education who will advise the Secretaries of the Recognised Trade Unions. Governors must ensure that the adopted Policy is readily available to and understood by all staff members. 

The Policy is intended to resolve complaints fairly and proportionately, at the lowest appropriate level, and as quickly as possible. It is not intended to punish employees, but to address concerns promptly and to prevent minor issues from escalating into more serious matters. The Policy must not be used to pursue malicious or vexatious complaints; any misuse may be treated as a disciplinary matter and could lead to dismissal.

2.3 Using Alternative HR Providers

Community and Voluntary‑Controlled Schools using HR providers other than the Schools HR Advisory Service must notify the Local Authority and ensure full adherence to this Policy.

Where cases involve safeguarding, sexual harassment or potential misconduct, relevant information must be shared with the Local Authority in line with statutory requirements.

3. Definitions

3.1 Bullying

This is any unwanted behaviour from an individual or group that causes distress or discomfort to another person. It may make someone feel:

· Frightened or anxious
· Disrespected or belittled
· Humiliated or mocked
· Upset or emotionally harmed

Bullying is typically offensive, intimidating, malicious, or insulting, and often involves a misuse of power, whether through authority, personal influence, or coercion. Power can be formal (e.g., a managerial role) or informal (e.g., social dominance or manipulation).

It may include:

· Excessive or oppressive supervision
· Inappropriate or derogatory remarks about someone’s performance
· Exclusion from work-related activities or information
· Spreading rumours or undermining confidence

Important distinction: Constructive feedback, reasonable performance management, or lawful instructions given in the course of employment do not constitute bullying when delivered appropriately.

Bullying can:
· Be a one-off incident or a repeated pattern
· Occur in person, online, via email, phone, or social media
· Take place at work or during work-related events
· Be subtle and not immediately visible to others
· Be directed “upwards” (e.g., from an employee to a manager) or “sideways” (peer-to-peer)

Examples include:

· Persistent undermining or criticism
· Mocking or making jokes at someone’s expense
· Setting someone up to fail
· Refusing to cooperate or complete tasks to sabotage others
· Misusing authority or influence to isolate or intimidate

3.2 Harassment

This is any unwanted physical, verbal, or non-verbal behaviour that has the purpose or effect of:

· Violating a person’s dignity
· Creating an intimidating, hostile, degrading, humiliating, or offensive environment

A single incident can constitute harassment. It also includes treating someone unfavourably because they have previously submitted to or rejected such behaviour.

Harassment may be related to a protected characteristic under the Equality Act 2010, including:

· Age
· Disability
· Gender reassignment
· Marriage or civil partnership
· Pregnancy or maternity
· Race, colour, nationality, ethnic or national origin
· Religion or belief
· Sex or sexual orientation

Note:  The Equality Act 2010 protects both persons undergoing or proposing to undergo gender reassignment and persons who hold gender‑critical beliefs. Leaders must assess each case on its facts to ensure that all protected characteristics are respected and that decisions remain fair, proportionate and compliant with the law.

However, harassment is unacceptable even if it does not relate to a protected characteristic.
Examples of harassment include:

· Unwanted physical contact or “horseplay” (e.g., touching, pinching, pushing, grabbing)
· Repeated, unwelcome suggestions for social interaction
· Displaying or sending offensive or pornographic material (e.g., via email, text, social media)
· Sexual advances or suggestive behaviour, even if perceived as harmless by the perpetrator
· Derogatory jokes or comments based on race, gender, age, disability, or religion
· Threatening to reveal someone’s sexual orientation
· Mocking or belittling someone’s disability
· Offensive or inappropriate digital communications

3.3 Sexual Harassment

This is a specific form of harassment involving unwanted behaviour of a sexual nature. It may include:

· Comments or gestures of a sexual nature
· Requests for sexual favours
· Unwelcome touching or physical proximity
· Display of sexually explicit images or materials

Under the Equality Act 2010, sexual harassment occurs when such behaviour:

· Violates someone’s dignity
· Creates an intimidating, hostile, degrading, humiliating, or offensive environment

This applies even if:

· The behaviour was not intended to cause harm but had that effect
· The behaviour was intended to cause harm but did not have that effect

Sexual harassment includes any unwanted conduct of a sexual nature that has the purpose or effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating, or offensive environment. This may occur within or outside a consensual personal relationship; behaviour may still constitute harassment even where a prior relationship exists

Legal protection applies to:

· Employees and workers
· Contractors and self-employed individuals hired to do work personally
· Job applicants

Employers are legally required to take reasonable steps to prevent sexual harassment in the workplace. Failure to do so may result in compensation uplifts under section 124A of the Equality Act.

In accordance with the Employment Rights Act 2025, a disclosure relating to sexual harassment constitutes a protected disclosure under whistleblowing legislation. Staff who raise concerns about sexual harassment, whether affecting themselves or others, are protected from detriment and dismissal where the disclosure is made in good faith and in the public interest.

Important: 	A person may experience harassment even if they are not the direct target of the behaviour. For example, racist jokes about a different ethnic group may still create an intimidating, hostile, degrading, humiliating, or offensive environment for others.

Further examples of unacceptable behaviour include:

· Spoken or written words
· Banter or jokes
· Social media posts or messages
· Imagery, graffiti, or offensive symbols
· Physical gestures or facial expressions
· Mimicry or mockery
· Aggressive behaviour or threats
· Exclusion from meetings or events
· Misuse of pronouns or refusal to use preferred pronouns
· Preferential or unjustified treatment
· Spreading rumours or critical communications
· Undermining or belittling others
· Unwelcome advances or touching (including of a sexual nature)

See Appendix 1 for Examples of Unacceptable Behaviour
See Appendix 2 for Flowchart: Reporting Sexual Harassment
See Appendix 3 for Bullying/Harassment/Sexual Harassment Pro-Forma

3.4 Victimisation

This is when someone is treated unfairly or subjected to a detriment because they have:

· Made a complaint or raised a concern about Discrimination, bullying, harassment, or sexual harassment
· Supported another person in making such a complaint (e.g. as a witness)
· Taken part in an investigation or legal proceedings related to such matters

Victimisation is prohibited under the Equality Act 2010 and applies regardless of whether the original complaint was upheld, if it was made in good faith.

Victimisation may also arise in relation to lawful trade union activity. Protection is afforded under the Trade Union and Labour Relations (Consolidation) Act 1992. Schools must ensure that staff are not subjected to any detriment because of participation in recognised trade union activities.

Examples of Victimisation   

· Exclusion: A staff member is left out of meetings or social events after raising a complaint about harassment.
· Unfair treatment: An employee is given undesirable shifts or duties after supporting a colleague’s grievance.
· Negative performance reviews: A manager gives unjustified poor feedback to someone who participated in an investigation.
· Threats or intimidation: A person is warned not to “cause trouble” by speaking up about Discrimination.
· Retaliation: A job applicant is rejected because they previously raised a complaint in another role.
· Isolation: Colleagues stop communicating or collaborating with someone who made a formal complaint.
· Denial of opportunities: A staff member is overlooked for promotion or training after making a protected disclosure.

3.5 Online Behaviour, Cyberbullying and Remote Working

Bullying, harassment, and victimisation can occur not only face-to-face but also through digital channels. The school is committed to preventing and addressing all forms of inappropriate online behaviour, including:

· Cyberbullying

The use of electronic communication (such as email, instant messaging, social media, or online forums) to intimidate, threaten, humiliate, or exclude others. This includes repeated negative messages, spreading rumours, or sharing offensive content.

· Social Media Misuse

Posting or sharing inappropriate, offensive, or discriminatory comments, images, or videos about colleagues, students, or the school on social media platforms (including private groups or direct messages). This also covers “doxxing” (sharing personal information without consent) and creating fake profiles to harass or impersonate others.

· Harassment in Remote Working Contexts

Inappropriate behaviour can also occur during remote meetings, in group chats, or through work-related digital platforms. Examples include making derogatory remarks in video calls, sending unwanted messages outside of work hours, or excluding individuals from online workspaces.


Examples of Unacceptable Online Behaviour

· Sending repeated, unwanted, or threatening emails or messages.
· Sharing offensive memes, images, or videos in work chats or on social media.
· Making derogatory or discriminatory comments about colleagues online.
· Excluding someone from digital meetings, group chats, or collaborative platforms.
· Recording or sharing video calls or messages without consent.
· Using work systems to spread rumours or false information.

Reporting Online Bullying or Harassment

· Staff who experience or witness cyberbullying, social media misuse, or harassment in remote contexts should report their concerns as soon as possible, following the same procedures as for in-person incidents.
· Reports can be made to a line manager, head teacher, or through the formal complaint process outlined in this policy.
· Where possible, staff should keep records of the behaviour (such as screenshots, emails, or chat logs) to support their report.
· The school will treat all reports seriously and confidentially and will take appropriate action to address online as well as offline misconduct.

Note: All staff are reminded that the standards of behaviour expected in the workplace apply equally to online and remote interactions. Misuse of digital platforms or social media in a way that constitutes bullying, harassment, or victimisation will be treated as a disciplinary matter.

Where appropriate, suspected misconduct arising online will be managed under the School’s Disciplinary Policy and Procedure.

4. Matters Out of Scope

The Policy applies to all employees directly employed by the School, which have delegated authority for staffing matters.  It is not:

· available to agency workers; external employees (who should follow their own Employers’ procedures); consultants and self-employed workers; volunteers and work experience placements etc.
· to be used for investigating complaints against School employees by members of the public or external organisations etc, and which will normally be dealt with under the School’s Disciplinary Policy.

These are also some situations which cannot be dealt with under this Policy or where other arrangements may apply; these include:

4.1 Complaints About Agency Workers and Other Employers’ Staff

Employees should raise any concerns with their Line-Managers or Head Teacher, who must seek advice from The Schools HR Advisory Service (or their HR Provider) provider.  Complaints against:

· an Agency Worker or another Employer’s Staff, etc., will normally be referred to the agency or Employer to investigate under their own procedures.
· against a School employee from an Agency Worker or another Employer’s Staff etc will normally be dealt with under the School’s Disciplinary Policy.

4.2 Complaints About Customers or Members of the Public

Employees should notify their Line-Manager/Head Teacher immediately of any concerns and where appropriate, complete an Accident/Incident Report Form.

Depending on the circumstances, the Head Teacher may need to take advice from the Schools HR Advisory Service (or their HR Provider) Provider. 

4.3 Complaints About Councillors

In these cases, employees should notify their Line-Manager/Head Teacher and/or raise any issues through the Councillors’ Complaints Procedure, which is available on the Council website at:  https://www.lbbd.gov.uk/complaints-about-councillors.

4.4 Complaints About Trade Union Representatives

In these cases, the Head Teacher must seek advice from your The Schools HR Advisory Service (or their HR Provider) Provider. 

The Branch or Regional Official must be contacted before starting a formal investigation under the Policy.

5. Advice, Support and Early Intervention

5.1 Advice and Support

To avoid unfair treatment or discrimination, Governing Bodies and Head Teachers should seek advice and assistance from the Schools HR Advisory Service (or their HR Provider) at all stages of this Policy. Staff should seek advice and assistance from their Trade Unions at all stages. Every effort should be made by all parties to resolve concerns informally, at the earliest opportunity, before using the formal stage of the Policy.

The Schools HR Advisory Service will provide advice and support to Head Teachers and Governors in relation to Bullying and Harassment matters raised under this Policy, where the School subscribes to the Service.

In addition, the Schools HR Advisory Service will oversee and monitor all Bullying and Harassment allegations to help ensure they are managed in line with this Policy, relevant employment and equalities legislation, and recognised best practice.

Accordingly, Community and Voluntary‑Controlled Schools are asked to share information relating to such cases with the Schools HR Advisory Service, acting on behalf of the Director, whether or not the School currently subscribes to the Service.

Further details of the additional advice and support available to employees are attached at Appendix 4.

Schools should ensure that staff receive appropriate training on bullying, harassment, sexual harassment, equality duties, and preventative workplace culture.

Providing regular staff training forms part of the ‘reasonable steps’ employers are legally required to take to prevent sexual harassment under the Worker Protection (Amendment of Equality Act 2010) Act 2024.

5.2 Indicators of Potential Issues

Early intervention is essential to prevent minor concerns from escalating into more serious matters. Head Teachers and Line Managers should remain alert to possible indicators that an employee may be experiencing unwanted behaviour and, where concerns arise, take prompt and proportionate action. The indicators listed in Appendix 5 may point towards a problem with bullying, harassment or other inappropriate behaviour, but they could also be the result of a different issue such as ill health or domestic abuse.

If it is suspected that an employee is experiencing Bullying or other problems, they should arrange a discussion with them at a time when they will not be disturbed. It will be important to plan for the discussion and to:

· Keep an open mind and avoid making any assumptions
· Think of gently probing questions (see Appendix 6)
· Be prepared for any disclosures, which could be stressful for the employee and challenging for their manager
· Be aware of the support that may be available for the employees
· Be patient and do not put the employee under any pressure to talk, but let them know you are available for them
· Be aware that the employee may not feel comfortable talking to you and could ask to speak to someone else
· Do not prejudge the situation based on your own experiences

5.3 Disclosure of Concerns

Head Teachers and Line Managers should be prepared for any disclosures, which may be challenging and stressful for the employee. Staff raising concerns must not be expected to directly confront the individual whose behaviour is alleged to be bullying or harassing. Direct confrontation may increase risk, escalate conflict, or undermine the integrity of the process. Concerns should instead be raised through appropriate managerial, HR and/or Trade Union channels to ensure a safe, confidential and supported response.

Any disclosure should be dealt with as follows:

· Acknowledge how difficult it must be to talk 
· Be prepared for them to be upset and tearful 
· Allow them plenty of time and space to speak 
· Do not be judgmental and ask questions like “why haven’t you told anyone before?”
· Confirm that the disclosure will be treated confidentially. Explain that information will only be shared on a strict need-to-know basis (for example, to obtain advice or support), or where there is a risk to others. Where possible, seek the person’s agreement before sharing any information.
· Discuss how the concern(s) are to be taken forward and how the employee would like this resolved 
· Where appropriate and agreed with the employee, take advice from the Schools HR Advisory Service (or the School’s HR Provider)

6. Dealing with Allegations of Bullying and Harassment

6.1 General Principles

Bullying and Harassment (including Sexual Harassment) are potentially serious disciplinary offences and the Head Teacher will use the Schools Disciplinary Policy to address issues where, in their view, that is the appropriate course of action. The alleged victim(s) will be consulted but will not have a veto over any course of action decided upon.

Bullying must be distinguished from the right of, and obligation placed on Head Teachers or Senior Leadership, to exercise proper direction and supervision of employees in the course of their duties. Head Teachers and Senior Leaders must assess all allegations of sexual harassment on a case-by-case basis, taking account of context, power dynamics, safeguarding considerations, and the impact on those involved. Professional judgement must be exercised in line with statutory guidance and this Policy.

The Governors will not tolerate the abuse of this Policy to challenge and undermine Head Teachers and Managers exercising legitimate authority. Such instances will be dealt with as disciplinary offences.

The School will treat all complaints seriously. Where an allegation is found, following investigation, to be deliberately false, malicious, or vexatious, this may be addressed under the appropriate conduct procedures. Vexatious or malicious behaviour includes repeated unfounded complaints, misuse of procedures, or complaints made in bad faith with the intention of causing harm or disruption.

6.2 Confidentiality and Record‑Keeping

Confidentiality is an important part of the procedures provided under this Policy. Details of the investigation and the names of the person making the complaint and the person accused must only be disclosed on a “need to know” basis. Breach of confidentiality may give rise to disciplinary action under Schools Disciplinary Policy.

Information about a complaint by or about an employee may be placed on the employee’s personnel file, along with a record of the outcome and of any notes or other documents compiled during the process.

Any records will be retained only where necessary and proportionate, processed securely in line with the UK GDPR and the Data Protection Act 2018, and disposed of in accordance with the School’s retention schedule. Personal data will be minimised and anonymised where appropriate.

6.3 Expectations on Head Teachers and Governing Bodies

The Council expects Head Teachers and Governing Bodies to create a safe work environment where employees are able to raise any concerns and know that these will be taken seriously and treated confidentially. This is essential if employees are to feel comfortable disclosing any experiences of unwanted conduct etc. Where an employee reports any concerns, these must be treated sympathetically and in confidence; Line Managers/Head Teachers must not prejudge matters or come to any conclusions without investigating the facts. Line Managers/Head Teachers should also be looking out for signs of any potential problems, including any changes in an employee’s behaviour or performance at work, (or their colleagues’ attitude to the individual e.g. criticisms or micro aggressions etc).

6.4 Working Arrangements During Investigations
Allegations of Bullying and/or Harassment or Sexual Harassment can place particular stresses on both the alleged victim (claimant) and alleged perpetrator (respondent). As such, they must be dealt with promptly and, wherever possible, in ways that seek to minimise the stress on the parties involved.

Whilst individual circumstances and the School’s needs must always be taken into account, the presumption is that working arrangements will be adjusted where possible whilst complaints under this Policy are being investigated so that the claimant and respondent are separated. Reporting arrangements may be changed and either or both parties required to work at a different location. 

The Schools HR Advisory Service (or their HR Provider) will advise on the options and the Head Teacher will take account of the wishes of the parties involved and needs of the School in reaching their decision; decisions will make no inferences regarding relative guilt and no such inferences may be drawn.

6.5 Other Considerations
In exceptional cases, anonymity or alternative arrangements may be considered on HR advice.

Staff should seek advice from HR or their Trade Union. Schools should access HR advice at all stages.

7. Procedure

7.1 Determining the Appropriate Pathway (Informal or Formal)

Staff are encouraged to resolve concerns informally where possible, as this can often lead to a quicker and more amicable resolution. However, informal steps may not always be suitable or sufficient. The following guidance is provided to help staff decide when to escalate a concern to the formal procedure.

Informal resolution is Appropriate When:

· The behaviour is minor, isolated, or appears to be unintentional.
· The staff member feels comfortable addressing the issue directly with the individual concerned.
· There is no immediate risk to safety or wellbeing.
· The staff member is seeking to resolve the matter amicably without formal investigation.

Formal Resolution Should Be Considered When:

· The behaviour is severe (e.g., physical assault, serious harassment, or discrimination).
· There is a risk to the safety or wellbeing of the individual or others.
· The staff member feels unsafe or unable to approach the person informally.
· Previous informal attempts have not resolved the issue.
· The conduct is repeated, escalating, or involves a power imbalance (e.g., between a manager and a direct report).
· The staff member wishes the matter to be formally recorded or investigated.

If in doubt, staff are encouraged to seek confidential advice from their line manager, Head Teacher, the Schools HR Advisory Service (or the School’s HR Provider), or Trade Union Representative before deciding how to proceed.

7.2 Informal Resolution

If a member of staff feels they are being harassed or bullied, they should consider whether they feel able to raise the problem informally with the person responsible. They should explain clearly to them that their behaviour is not welcome or makes them uncomfortable. If this is too difficult, they should speak to their Line Manager/Head Teacher, who can provide confidential advice and assistance in resolving the issue formally or informally. 

If the member of staff feels unable to speak to their line manager because the complaint concerns them, then the member of staff should speak informally to the Head Teacher. If this does not resolve the issue, the member of staff should follow the formal procedure within the Bullying and Harassment Policy .

If a member of staff, or the School are not certain whether an incident or series of incidents amounts to Bullying or Harassment, they should initially speak to their Line Manager/Head Teacher or Trade Union informally for confidential advice.

If informal steps are not appropriate, or have been unsuccessful, the formal procedure should be followed as set out in the Bullying and Harassment Procedure.

7.3 Raising a Formal Complaint

If a member of staff wishes to make a formal complaint about Bullying or Harassment, they should submit it in writing to their Line Manager/Head Teacher or Chair of Governors, normally within 10 working days (excluding School s closure periods) of the conclusion of the informal process.

The recipient will acknowledge the complaint within 5 working days (excluding School  closure periods).

If the matter concerns their Line Manager, they should submit it to the Head Teacher.

If the matter concerns the Head Teacher, they should submit it to the Chair of Governors.

The written complaint should set out full details of the conduct in question, including the name of the harasser or bully, the nature of the Harassment or Bullying, the date(s) and time(s) at which it occurred, the names of any witnesses and any action that has been taken so far to attempt to stop it from occurring.

As a general principle, the decision whether to progress a complaint is up to the staff member. 

However, the School has a duty to protect all staff and may pursue the matter independently if, in all the circumstances, we consider it appropriate to do so.

7.4 Formal Investigations

The School will conduct all investigations into complaints in a timely, respectful, and confidential manner. Information will only be shared on a strict need-to-know basis. Individuals not directly involved in the complaint or investigation must not be informed.

Upon receiving a formal complaint, the School will arrange a meeting with the staff member who raised the concern (the Complainant) typically within five working days, excluding School closure periods. This meeting allows the Complainant to provide a full account of events. They have the right to be accompanied by a colleague or trade union Representative, who must also uphold confidentiality.

If the complaint involves another employee (the Respondent), the School may, if necessary, consider temporary adjustments to working arrangements, such as suspension on full pay or relocation, to protect all parties during the investigation. The Respondent will be informed of the allegations and invited to a meeting to share their account. They also have the right to be accompanied by a colleague or trade union Representative.

If the complaint concerns a third party (e.g., a Customer, Supplier, or Visitor), the School  will assess appropriate protective measures for the Complainant and others involved, balancing the needs of the School and the rights of the third party. Where feasible, the School will engage with the third party to address the concern.

The School will also give serious consideration to any requests from the Complainant to adjust their own working arrangements during the investigation, for example, changes to duties, location, or hours to reduce contact with the Respondent.

Where relevant, witnesses may be interviewed. They will be reminded of the importance of confidentiality throughout the process.

At the conclusion of the investigation, the Investigator will submit a report to the Head Teacher or Chair of Governors, depending on who the complaint concerns. A follow-up meeting will be arranged with the Complainant - usually within one week of the report being received, to discuss the outcome and any proposed actions. The Complainant may be accompanied at this meeting. 

A copy of the report and any findings may be shared with the Complainant and the Respondent, subject to confidentiality and appropriateness.

7.5 Post‑Investigation Actions
 
If the Head Teacher or Chair of Governors determines that bullying or harassment has occurred, the School  will take prompt and appropriate action to address the issue.

· If the Respondent is an employee, the matter will be treated as potential misconduct or gross misconduct and managed under the School s Disciplinary Policy .

Note:	Confirmed instances of bullying or harassment will be treated as serious disciplinary matters and may lead to formal action under the School s Disciplinary Policy  and Procedure.

· When assessing allegations, the intent of the Respondent is not the determining factor. What matters is whether the behaviour was unacceptable by reasonable standards and whether it was unwelcome, harmful, or disadvantageous to the person subjected to it, or to others who witnessed it.

· In evaluating what constitutes “reasonable standards,” the School  will consider the provisions of the Equality Act 2010 and relevant guidance.

· If the Respondent is a third party (e.g. customer, supplier, or visitor), the School  will assess and implement suitable measures to resolve the issue and safeguard staff.

Regardless of whether the complaint is upheld, the School  will consider how to manage the ongoing working relationship between the Complainant and the Respondent. This may include:

· Mediation or facilitated discussion
· Access to counselling or coaching
· Adjustments to duties, reporting lines, or working location

If a staff member is found to have deliberately provided false information or acted in bad faith during the investigation, this may result in disciplinary action under the School s Disciplinary Policy.

Any determination that a complaint is malicious or vexatious will only be made where there is clear evidence of bad faith intent.

7.6 Possible Outcomes

There are four possible outcomes following an investigation into allegations of bullying or harassment:

i. Referral to Disciplinary Procedure

The investigation provides sufficient evidence to warrant formal disciplinary action. In this case, the matter will be transferred to the School s Disciplinary Policy , and no further action will be taken under the Bullying and Harassment Procedure.

ii. Recommendation of Transfer

In exceptional circumstances, a transfer may be recommended to protect the wellbeing of those involved. This will only be considered if it does not result in a detriment to the employee (e.g., reduced responsibilities or increased costs), unless contractually permitted.

iii. Informal Resolution

The complaint has substance, but the issue can be addressed through informal means such as mediation, coaching, counselling, or training.

iv. No Substantiated Findings

The investigation concludes that the allegations were unfounded.

7.7 Appeals

Note:	This Policy recognises the right of the Complainant to appeal the outcome of a bullying or harassment investigation.  

Both the Complainant and the Respondent have the right to appeal where they believe there has been a procedural error, a breach of natural justice, or where new evidence has emerged that may materially affect the outcome. Clear information on appeal arrangements and timescales will be provided to both parties

The Respondent does not have a right to appeal under the Bullying and Harassment Policy  however, if disciplinary action is taken against the Respondent because of the investigation, they may exercise their right to appeal under the School s Disciplinary Policy  and Procedure.

For procedural fairness, where the Respondent believes there has been a procedural error or breach of natural justice that may have materially affected the outcome, they may submit a procedural appeal limited to process grounds. This route does not reopen the substantive findings and does not replace any rights under the Disciplinary Policy.

If either the Complainant or the Respondent wish to appeal, they may do so in writing, stating their full grounds of appeal, within 10 working days (excluding school closure periods) of the date on which the decision was sent or given to them, submitting the appeal to the Head Teacher or Chair of Governors.

· The recipient will acknowledge receipt the appeal within 5 working days (excluding School  closure periods).
· The School will hold an appeal meeting, within 15 working days (excluding School  closure periods) of receiving the written appeal. Where practicable, the appeal hearing will be conducted by a Panel of Governors who has not been previously involved in the case.

· The Complainant can request that certain individuals be present but cannot require the Respondent to attend. The decision to involve the Respondent lies with the Appeal Panel.

· The Complainant has the right to bring a Workplace Colleague or Trade Union Representative   to the meeting.

· The School will confirm the final decision in writing, usually within 5 working days (excluding School  closure periods) of the appeal hearing. This is the end of the procedure and there is no further appeal.

7.8 Timeframes and School Closure Periods

While the timeframes set out in this Policy exclude school closure periods, the School is committed to progressing all cases as promptly as possible. In the event of an extended School closure (such as summer holidays), the following will apply:

Timely Communication: The School will make reasonable efforts to maintain communication with all parties during extended closure periods, providing updates on the status of the case and expected next steps.

Maximum Allowable Delays: Where a closure period exceeds four weeks, no stage of the process should be delayed by more than four weeks beyond the original timeframe, unless there are exceptional circumstances (such as the unavailability of key parties). Any such exceptions will be communicated in writing to all parties, with reasons and a revised expected timeline.

Interim Support: During any unavoidable delay, the School will offer appropriate support to all parties, including access to welfare services and advice on interim measures.

Commitment to Resolution: The School will resume the process at the earliest opportunity following reopening and will prioritise the resolution of outstanding cases.

Note:	This is intended to balance the practicalities of school operations with the need for timely and fair resolution of complaints. All parties will be kept informed of any changes to expected timeframes.

8. Monitoring, Training and Prevention

Schools should monitor implementation, provide training and evidence reasonable steps to prevent harassment.
The School recognises that, from October 2026, employers will be under a statutory duty to demonstrate that they have taken all reasonable steps to prevent sexual harassment in the workplace. This Policy, together with associated training, monitoring and risk‑assessment measures, is intended to support ongoing compliance with this strengthened duty.


























Appendix 1: Examples of Unacceptable Behaviour
It is impossible to provide a comprehensive list as this may vary from a single event to a series of seemingly minor incidents over a period of time, but examples of unacceptable behaviour may include:

· emailing texting or messaging sexual content
· excluding people (directly or indirectly) from meetings or social events or access to information that they need for their work
· flirting, gesturing or making sexual remarks about someone’s body, clothing or appearance
· holding and /or displaying pornographic or sexual images on computers, phones, posters, calendars and cards
· inappropriate behaviour or language at meetings or work events inside or outside of working hours
· micro-aggressions comments or slurs that leave people feeling upset, offended, or uncomfortable
· “you’re smart for a woman”
· “where do you come from” (in terms of nationality)
· “he/she/they are not like that” (dismissing any concerns raised without due consideration)
· “you’re being oversensitive”
· “you’re being defensive” 
· misuse of pro-nouns or refusing to use a person’s chosen pro-noun 
· overbearing supervision or misuse of power or position
· physical gestures, facial expressions and mimicry
· picking on someone or setting them up to fail
· preferential treatment without a justified reason e.g. 
· allowing some but not other staff to attend events, work flexibly or have time-off 
· unfair allocation of work or projects (that attract additional payments or recognition)
· unfair allocation of work or workloads
· so called “initiation tests” for new employees or practical jokes
· spreading malicious rumours, or insulting someone (particularly on the grounds of age, race, sex, disability, pregnancy, sexual orientation and religion or belief); this includes postings on notice boards and social networking sites
· copying or circulating memos, letters, e-mails, texts, reports or any other written or electronic communications that are critical about someone to other people who do not need to know this information
· so called “banter”, unwelcome jokes, or comments of a sexual or racial nature or about a person’s age, disability, faith, gender, pregnancy, sexual orientation and so on
· undermining people or putting them down at meetings
· criticising, interrupting, or talking over them
· destructive, not constructive comments or feedback 
· labelling attempts to respond as being “defensive” 
· unwelcome sexual advances such as touching, standing too close, display of offensive materials, asking for sexual favours, making decisions on the basis of sexual advances being accepted or rejected
· unwelcome touching or advances e.g., requests for dates 
· victimising people who make a complaint / support a colleague making a complaint
· withholding information that the person needs to do their job e.g., a long-serving employee withholding information from a new manager







































[bookmark: _Hlk212806614]Appendix 2: Flow Chart - Reporting Sexual Harassment 

The School should take a “zero-tolerance” approach to violence and aggression and the sexual Harassment of its staff. 

Staff are strongly encouraged to report any incident(s) so prompt and appropriate action can be taken to address this and help prevent any re-occurrence.  
Sexual harassment Occurs
Try to write down details of the incident as soon as possible e.g. what happened, when (date and time), where and if there were any witnesses etc.




Complete Pro-Forma
Tell your Head Teacher by completing the pro-forma (and your agency if you are an agency worker) 
* If they are the Harasser, you should inform the Chair of Governors or speak to your Trade Union.


If you do not feel comfortable talking to your Head Teacher, you can speak to:
· The Employee Assistance Programme (EAP)  
· Human Resources
· Your Employee Support Network
· You Trade Union 








Your Head Teacher (or the Chair of Governors) will still need to know so they can provide support and take action where appropriate. 




If you do not want to take the matter further but still have it recorded, your School will advise on how best to record the matter.
The information will be held strictest confidence within the School.

Your Head Teacher (or the Chair of Governors) will discuss the incident(s) with you and how you would like it to be investigated and/or dealt with. 

(The process the Head Teacher follows will depend on whether the Harasser is an Employee, Agency Worker, Councillor, member of the public or service user etc. (HR will advise Head Teachers.) 

Your Head Teacher will keep you informed of the progress and the outcome, (but cannot disclose personal information e.g., if the Harasser works for another organisation). 


















Support for employees 
Head Teachers should ensure you have access to support if you want it; this could include EAP or counselling.
 





Appendix 3: Bullying/Harassment /Sexual Harassment Pro-Forma
	Name:
	
	Contact No:
	

	Post:
	
	Location:
	

	Department:
	
	School :
	



	Bullying ✔
	

	Harassment  ✔
	

	Sexual Harassment  ✔
	

	Please add a tick to the appropriate box



Section 2: Employee Representative   Details
Please detail the name of your Representative  . (You are entitled to be represented by a trade union Representative   or a work colleague at any stage of the formal procedure). 
	Name:
	

	Contact No:
	

	Name of Trade Union (if applicable):
	



Section 3: Details regarding Complaint
A) Please state the details of your complaint:

	



















(Please continue onto a separate sheet if necessary)
	



	Signed:
	

	Print Name:
	

	Date:
	



This form should be sent to the Head Teacher unless the complaint is against the Head Teacher, in that scenario please send to the School s Chair of Governors.

[bookmark: _Hlk186808803]Appendix 4: Additional Advice and Support 

Occupational Health - Any employee that is involved in a claim of Bullying and/or Harassment  may find it helpful to talk to the Occupational Health Adviser and therefore will be given the option of a referral. 

Counselling - The Council provides a confidential external service for School  staff who buy into our Occupational Health Service. 

Employee Assistance Programme (EAP) - Is a welfare initiative available by telephone to give counselling, information, signposting and support. Your School  will be able to advise accordingly. 

Trade Unions - The Council recognises the important role that trade unions have in resolving and supporting such issues and encourages employees to approach their TU Representatives for support in addressing unacceptable and inappropriate behaviours. The recognised Trade Unions are as follows:

Non-Teaching:

· APEX
· GMB
· Unison
· Unite   

Teaching: 

· NEU
· NAHT
· NASUWT
· ASCL

Teacher Support Network - is a group of independent charities and a social enterprise that provide practical and emotional support to staff in the Educations Sector and their families - They can be contacted on 08000 562 561. 












[bookmark: _Hlk193352034]Appendix 5: Indicators of Potential Issues

	Behaviours that may indicate a problem

	Work Productivity
	Work Culture
	Changes in Behaviours

	
· when the quality of the employee's work is affected e.g., making uncharacteristic mistakes or missing deadlines 

· when an employee has a high level of sickness absence (whether medically certified or not), including absences linked to stress‑related illness

	
· a workplace culture in which jokes or “banter” are common and there are concerns that some comments may be inappropriate or unwelcome

· when staff are critical of individuals and/or reluctant to work with them 

· when an employee continues to mis-use pro-nouns / refuses to use a person's preferred pro-noun 

· when an employee is excluded from meetings
	
· conduct out of character with previous behaviour e.g., if the employee 

· starts to become withdrawn and/or excludes themselves from social invitations

· loses confidence in their work and appears to be anxious 

· becomes overly compliant and agrees to any suggestions put forward 

· tries to avoid contact with certain staff, Managers, or service users


























[bookmark: _Hlk193352044]Appendix 6: Example of Gently Probing Questions and Prompts

· How are you at the moment?  
· How is work going? 
· You seem a bit distracted / quiet – is everything OK? 
· You do not seem engaged / interested – are you OK? 
· Your wellbeing is important to me and I have noticed you seem distracted / upset at the moment – are you ok? 
· If there is anything you want to talk to me about at any time, I am here to support you. 
· Is everything all right at home / work? 
· You don’t have to tell me anything, but please know that I would like to support you if and when you are ready. 
· If you do not want to talk to me, is there anyone else you would like to speak to? 
· What support do you think might help? What would you like to happen? How can I help that to happen? 






























Appendix 7: Flowchart - Grievance Procedure 

Note: this flowchart relates to the Schools Grievance Policy, please refer to that Policy in relation to appendices 

Grievance


Informal 
Resolution 
Employee must try to resolve workplace concern(s) by talking directly to the member of staff involved or appropriate senior member of staff. 




The “Informal Resolution” process must be completed before grievances can progress to “Formal Resolution”
Formal 
Resolution 

Employee writes to the appropriate person (see procedure) clearly outlining their grievance and how they would like it resolved (using pro-forma at Appendix 3). For raising concerns as to any wrong-doings in the workplace e.g. fraud or corruption the Schools whistle-blowing procedure should be followed.





                                                                     

Grievance Panel or Nominated Officer will meet with member of staff to discuss their grievance and respond within 5 working days (excluding Schools closure periods).  of the hearing (or the agreed date if this has been extended).
Grievance Hearing will be held within a maximum 20 working days (excluding Schools closure periods) of receipt of the grievance.






Matter resolved; 
no further action.

Hearing Outcome




Employee writes to appropriate person (see procedure) using pro-forma at Appendix 5, within 10 working days (excluding Schools closure periods). of receipt of Formal Resolution outcome decision letter, clearly outlining why they are dissatisfied with the decision and what alternative solution they are seeking to resolve their grievance. 

Appeal


Appeal 






Appropriate panel will meet with member of staff and representative to discuss the grounds for their appeal and respond within 5 working days (excluding Schools closure periods).  of the hearing (or the agreed date if this has been extended).

Appeal Hearing will be held within a maximum 20 working days (excluding Schools closure periods). of receipt of the appeal.








Appeal Outcome
This is the final stage – there is no further right of appeal
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