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DIGNITY AT WORK POLICY STATEMENT

The procedure applies to all employees whose salaries are charged directly to a school budget.
(i.e. full time, part time and temporary employees).

Wrexham County Borough Council and the Governing Body of <school name> are committed to creating a positive and safe working environment for its staff in line with its core values.

Everyone has the right to be treated with respect and dignity in the workplace, irrespective

of their level, status or position within the organisation.  Any member of staff who believes that they are not being treated with respect in accordance with this policy statement, has the right to challenge such behaviour and/or to raise a complaint. Staff are encouraged to challenge unacceptable behaviour.

Bullying and Harassment will not be tolerated. All allegations will be treated seriously and sensitively. They will be investigated promptly and a speedy resolution sought. Appropriate action, which may include disciplinary action, will be taken where an allegation of bullying and harassment has been upheld. Confidentiality will be maintained throughout the process.

Clear guidance and support will be provided to the school in the operation of this procedure by the HR team, Ty Henblas.
This procedure complements and is consistent with current school policies and other corporate policies on:

• Capability Procedure
• Disciplinary Rules and Procedure
• Grievance Procedure

In addition to the above those policies required by law by Governing Bodies. 
Details of these policies and procedures can be obtained from your Headteacher, your Human Resources Officer or on the school page on the Council intranet site at;
http://www.internal.wrexham.gov.uk/intranet/schools/english/docs.htm#model
This policy statement and procedure takes full account of the Advisory, Conciliation and Arbitration Service’s (ACAS) booklet: Bullying and Harassment at Work: Guidance for Employees

1.
WHAT IS BULLYING AND HARASSMENT
1.1 
ACAS guidelines provide a widely accepted definition of bullying and harassment.

Bullying is:

“offensive, intimidating, malicious or insulting behaviour, an abuse or misuse

of power through means intended to undermine, humiliate, denigrate or injure

the recipient.”

Harassment, in general terms, is

“unwanted conduct affecting the dignity of men and women in the workplace.

It may be related to age, sex, sexual orientation, race, disability, religion,

national or any personal characteristic of the individual, and may be

persistent or an isolated incident. The key is that the actions or comments

are viewed as demeaning and unacceptable to the recipient.”

In this context, ‘viewed as demeaning’ is taken to mean that which can reasonably be considered as having that effect.

2.
AIMS OF THE DIGNITY AT WORK POLICY

2.1       This policy aims to:-

1. Encourage early and speedy resolution of complaints of bullying and

harassment.

2. Encourage professional behaviour and a productive working environment.

The emphasis is on informal resolution and empowering individuals to effect

positive change.

3. Ensure that all parties concerned are treated fairly.

3.
RESPONSIBILITY

The Council and Governing Body
3.1 
The Council and Governing Body is responsible for meeting legal requirements and taking all reasonable and practical steps to promote dignity and to prevent and eliminate all forms of bullying and harassment. The Headteacher/Governing Body will ensure that all staff are aware of the School’s policies and understand what standards of behaviour are expected.

3.2 The Headteacher/Governing Body are also responsible for ensuring that all school staff 
know how to deal with bullying and harassment when it occurs. 

Headteachers/School Managers
3.3 
Headteachers and School Managers have a responsibility to familiarise themselves with the policy and procedures and appropriate professional codes of conduct and to ensure that they act in accordance with such guidance.

Staff 

3.4
All staff are responsible for promoting a positive working environment free from

bullying and harassment.

3.5
Each employee is expected to ensure that his or her own conduct is in accordance with

the Code of Conduct.

Confidentiality

3.6
All parties involved need to respect confidentiality at all times. Information must not

be shared with anyone except those directly involved. This does not preclude a

confidential consultation with a friend, personal adviser, colleague or trade union

representative for support.

3.7       This policy and procedure will be reviewed on a regular basis.

3.8
This policy applies to all staff, including temporary and agency staff who are

expected to comply with the standards of behaviour set out in the Code of

Conduct. In cases involving agency staff, the matter will be referred by the line

manager to the relevant employment agency. 

Victimisation

3.9
Challenging bullying and harassment can be difficult and distressing and is not

undertaken lightly. Employees with a genuine belief that they or a colleague have

been subjected to bullying and harassment and who make attempts to deal with the

issue should not receive less favourable treatment as a result. Victimisation occurs

where less favourable treatment is given to those who bring proceedings, give

evidence or information or allege breach of this policy or of the Council’s Code of

Conduct. Victimisation may also contravene the Disability Discrimination; Race

Relations; Sex Discrimination or Equal Pay Acts if the issues related to matters

covered by this legislation.

4.
PROCEDURE FOR DEALING WITH BULLYING AND HARASSMENT

4.1 It is intended that this procedure should operate concurrently with the School’s Grievance Procedure.  In other words, Stages 1 and 2 of Dignity at Work constitute Stages 1 and 2 of the Grievance Procedure.  Therefore, a complaint that has been dealt with under the Anti Bullying and Harassment Procedure cannot be re-investigated under the Grievance Procedure.  The Informal and Formal Stages of this procedure mirror the First and Second Stages of the Grievance Procedure.

4.2 Before invoking the Anti Bullying and Harassment Procedure, employees should, wherever possible, attempt to resolve their concerns informally and confidentially with the person(s) involved. This gives both parties the opportunity to clear up any misunderstandings and resolve matters informally.  This would involve the person who feels he or she is being bullied or harassed making his or her feelings known to the person who is causing the offence and asking him or her to stop.  The approach should be tactful, but firm; the aim is not to score points, but to build working relationships built on trust, honesty and mutual respect.
Informal Stage

4.3 We recognise, however, that there will be situations where an employee is experiencing such distress, anxiety and embarrassment that he or she feels such an approach would be inappropriate or does not feel able to approach the colleague whose behaviour they feel is causing these difficulties.  In other cases the employee may have tried, without success, to deal with the issue by a direct approach to the person they feel is the cause of the problem.  In either of these cases the employee should seek the support of their Headteacher/line manager and invoke the Informal Stage of this procedure.  If the Headteacher/line manager is implicated in the alleged behaviour, the employee should approach the Chair of Governors (in the case of the Headteacher) or line manager’s manager. Support may also be sought from a work colleague, trade union representative or Human Resources Officer.

4.4 The aim of the informal stage is to facilitate mediation between the complainant and the alleged harasser and, if possible, to achieve conciliation between them.  

4.5 The Children & Young People Service HR team have a pool of HR staff trained in mediation skills in order to ensure a consistent approach across schools/ the whole authority.
4.6 Mediation refers to neutral and objective facilitation by a third party to help the parties 

communicate with each other and come to an agreement. Conciliation refers to the process once a decision has been made, whether formally or informally, to facilitate the restoration of positive working relationships.

4.7
The mediation process will give the complainant the chance to explain to the alleged harasser the effect their behaviour is having on him or her and the alleged harasser the opportunity to respond. From the complainant’s point of view, this will involve an end to the behaviour that is causing them distress.

4.8
Both parties must agree to mediation. If any of the parties does not agree to mediation, it cannot be used to resolve the issues.

4.9
The process of mediation should be arranged by the Headteacher(or, in cases where the Headteacher is the subject of the complaint, by the Chair of Governors ) and/or a Human Resources Officer.  

4.10
If the parties are able to resolve the matter through mediation, no further action will

be taken.  Further information on mediation procedure is available from HR Team, Ty Henblas.
Formal Stage

4.11 If the complainant decides to make their complaint formal under the Anti Bullying and Harassment Procedure, he or she should submit their complaint in writing to their Governing Body, in writing to the Chair of Governors
4.12 The complainant must provide full written details of the complaint, including full details of 

attempts to resolve the matter informally and the outcome of any mediation.

4.13
Formal complaints should normally be made within ten working days of a failure to


reach a satisfactory outcome at the informal stage.

4.14
The Chair of Governors should acknowledge receipt of the complaint within 5 working days of it being received.  This acknowledgement should be in writing to both the complainant and the alleged harasser. 

4.15 The Chair of Governors will then arrange for investigation of the complaint and, in most cases, this will involve the appointment of an Investigating Officer.  Where possible, this will be from within the school, although in some cases it may be necessary to appoint an officer from the LEA in order to emphasise complete impartiality.  In exceptional circumstances, it may be desirable to appoint an Investigator from outside the Council.  The Investigating Officer must not have had any previous involvement with the case.  He or she will normally need to question the complainant, the alleged harasser and any witnesses before reporting back to the Headteacher/Chair of Governors).  In cases of alleged sexual harassment, careful consideration must be given to the gender of the investigating officer.
4.16 Investigating officers should aim to complete their investigation within 20 working days.  In cases where the complexity of the issues involved or the availability of any of the parties necessitates a longer investigation, all parties should be kept informed of progress and informed of the reasons for any delay.

4.17 Once he or she receives the investigating officer’s report, arrangements will be made for the complaint to be heard by a Committee of the Governing Body.  It is recommended that a specific Committee (eg as with Grievance sub-committee) be appointed  Chair of Governors should invite the complainant and the alleged harasser to a panel hearing.  Depending upon the circumstances of the case, this may involve separate meetings and/or a joint meeting.  At any of these meetings, the investigating officer may be supported by a representative from the Human Resources Department and the other two parties accompanied by a work colleague or trade union representative. 
It is recommended that this Sub-Committee comprises of no less than three and nor more than give governors with a quorum of three in attendance established.

The Chief Learning & Achievement Officer, or his designated representative have the write to attend these meetings
4.18 The purpose of this meeting is for the committee to hear directly the views of both parties and to allow committee members to question both parties in order to clarify their understanding of the issues involved.
HR representatives will also attend to advise the committee on legal and procedural
issues.
4.19 Within 10 working days of these meetings, a written response (detailing the committee’s conclusions and/or chosen course of action) will be sent to both parties to confirm the outcome of the investigation into the complaint and what action (if any) it proposes to take.

4.20
It is not open to the complainant, within this procedure, to take issue with a decision on the action to be taken against the alleged harasser as a result of the investigation into his or her complaint.

Appeal

4.21
The complainant may appeal against the decision of the Governors committee. Notification of an intention to appeal should be received by the Chair of Governors in writing within 10 working days of both parties receiving the written response from the Governors Appeal Panel.
4.22 The appeal process will then follow the Third Stage (Appeal) of the School’s Grievance 
Procedure.
Malicious Complaints

4.23
Where the Headteacher/Chair of Governors believes that the complaint was made maliciously, as a device to bully or harass the other party, or to evade or undermine disciplinary action or other management action, he or she should consult with the Chief Learning & Achievement Officer/HR Manager with view to whether the actions of the complainant need to be considered under the School’s disciplinary procedure.  
Unsubstantiated Complaints

4.24
Where a complaint has not been substantiated, but the complaint was genuinely

raised, conciliation may be offered to both parties to restore working relationships. 
Review Date

4.25
This policy will be reviewed and impact assessed no more than two years from the date it becomes effective.
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Complainant attempts to resolve their concerns informally and confidentially with the person involved





Matter


Concluded





Not resolved: either attempt unsuccessful or employee feels unable to approach colleague





Formal stage invoked





Informal stage invoked





Matter


Concluded





Within 10 working days of an unsatisfactory informal stage outcome, the complainant should provide full written details of the complaint to their Chair of Governors*





Mediation





Mediation not agreed by both parties





Chair of Governors* to acknowledge receipt within 5 working days to both parties





Investigation Officer appointed.  Questions, complainant, alleged harasser and any witnesses.  Report back to Governors.  To be completed within 20 working days





Governors arrange meeting(s) with the complainant and alleged harasser.  Depending on circumstances can include a joint meeting





Within 10 working days Governors* write to both parties to confirm outcome of investigation and what action he/she proposes to take





*Where Headteacher is the subject of the complaint, this will be the Chair of Governors, in consultation with the Chief Learning & Achievement Officer





Either party may appeal against the decision of the Governors





Appeal Process





Notification of intention to appeal sent to Chair of Governors within 10 working days of outcome of investigation





Appeal process then follows 3rd stage (appeal) of School’s Grievance Procedure
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