
SHAVINGTON ACADEMY 

DIGNITY AT WORK PROCEDURE 

 
1.0 Scope 

 
1.1  This procedure applies to all school staff with any Community and Voluntary Controlled 
schools, Voluntary Aided, Foundation Schools and Academies who buy  back the Education HR 
Consultancy Package through ChESS. 

 
1.1 This procedure addresses complaints of bullying and/or harassment of school/academy 
employees. 

 
2.0 Aim 
 

 To enable an employee to be able to raise a complaint where they feel that they are 
being subjected to bullying or harassment in the workplace, and to receive a timely and 
appropriate response from management, with a view to reaching a satisfactory outcome. 

 To deal fairly and effectively with employees should a complaint be raised under this 
procedure. 

 To enable managers to deal effectively with any complaints made regarding 
unacceptable behaviour in the workplace. 

 To promote positive working relationships 
 

3.0 Process 
 

3.1 It is an expectation of this process that attempts are made to resolve allegations of bullying   
and/or harassment informally in the first instance. If this is too difficult for the employee to do 
on their own, they should seek support from a fellow employee, their Line Manager, or trade 
union.  

 
3.2 The formal part of the process should be used where: 
 

 There has been no successful outcome from the informal process 
 The allegation is so serious that the informal process is not applicable 
 The employee does not feel, even with support, that they can deal with the matter 

informally  
 
Employees may firstly seek advice from their trade union representative if they wish.   
 

4.0   Informal Action 
 

4.1  Employees who wish to raise a bullying or harassment issue informally should: 
 

 Talk or write a letter to the person concerned, if they feel able to do so, identifying 
the behaviours they are experiencing as upsetting, unpleasant, or intimidating and 
ask them to stop 



 Inform their line manager or headteacher early on, instead of leaving the problem to 
escalate and become more formal  

 Keep a diary of times, frequency and any witnesses to the event(s) 
 

4.2 Where the employee feels he/she cannot approach the individual; a trade union 
representative or work colleague may act on their behalf to raise the issue. Where the employee 
approaches a colleague, it is important to respect the fact that this person may not wish to 
become involved. The role of the friend or representative at this stage is not to impose a solution 
but to offer support, explore possible options open to the employee, and assist the employee to 
choose a suitable and satisfactory course of action. If the employee is not a member of a trade 
union, they can seek advice from their line manager on how this could be approached. 
 Further guidance is also available from Education HR Consultancy.  

 
4.3 If the problem is not resolved the employee should inform the headteacher/chair of 
 Governor’s that they wish to make a complaint and ask for it to be dealt with through the 
informal procedure. An informal meeting should be arranged in  which the employee should: 

 

 Explain the action taken so far 

 Confirm it is their wish to try and resolve the matter informally in the first instance 

 Discuss with the manager whether they would be comfortable attending a meeting 
with the person against whom they made the allegation 

 If the complaint is around perceived unreasonable management actions, explain why 
they are considered unreasonable. 
 

4.4 Depending on the outcome of the meeting the Head will attempt to resolve the  matter 
informally. This may involve a meeting with the person against whom the allegation has been 
made either on their own or with the complainant. Where possible a resolution strategy between 
the parties to rectify the problem and prevent reoccurrence should be agreed, with a review date 
where necessary. 
 
4.5 Considerations should be given to appointing a mediator to conduct further 
 investigations individually or with both parties, with the aim of improving understanding 
and establishing common ground from which to agree a practical resolution. 

 
5.0 Mediation 
 
5.1 In some circumstances it may be appropriate for the matter to be referred to mediation, in 
order to seek a resolution, before moving to the formal procedure. Mediation will only be used 
where appropriate, and where all parties involved in the  complaint agree to take part.  Mediation 
should be completed within 20 working days of the complaint being raised. Further advice on 
mediation can be obtained from Education HR Consultancy. 

 
5.2 Both parties must agree to mediation. If either of the parties does not agree to mediation, 
mediation cannot be used to resolve the issues.   
 
 

 



6.0 Formal Action 
 

6.1 If the issue is not resolved at the informal stage or the behaviour is deemed so serious that 
it is felt informal action is inappropriate the complaint should be raised  formally. 

 
6.2 Formal complaints must be made in writing and addressed to the headteacher (or 
 chair of governors if the headteacher has been involved at the informal stage or the 
complaint is against the headteacher).  The Dignity at Work Formal Complaint Form should be 
used for this purpose (Appendix 2). The form must include the following information: 

 
 The name of the person(s) against whom the complaint is being made 
 The nature of the unacceptable behaviour(s) 
 Where possible details of specific incidents 
 Names of witnesses to any incidents 
 Any action already taken by the complainant to stop the behaviour 
 What behaviour or outcome they are seeking 

 
The form will be acknowledged within 5 working days of receipt. The headteacher or chair 
of governors may wish to seek advice from Education HR Consultancy at the earliest 
opportunity and certainly before proceeding.   
 

 The process should be completed within 20 working days of receipt of the Dignity at 
 Work Formal Complaint Form. 

 
6.3 Where a formal complaint is made and there has been no previous attempt at resolving the 
issue informally the manager will meet with the employee making the complaint, to determine 
whether an informal approach is appropriate. 
 
6.4  Where the complaint has moved to formal action because all informal routes have 
 been unsuccessful, the headteacher/chair of governors should: 

 
 Advise the subject that an allegation has been made against them and advise of any 

steps to be put in place to protect them and the complainant. The subject should be 
advised of their right to be accompanied at any further meetings should this be 
necessary. 

 Appoint an investigating officer who will not have had any previous involvement 
with the matter. 

 
6.4 The Investigating Officer will: 

 

 Conduct a formal investigation in a confidential manner interviewing both parties. Both 
the employee making the allegation and the person against whom the allegation has 
been made will be entitled to be accompanied by their trade union representative or 
work colleague at any meetings in connection with the investigation and may submit 
written evidence. The investigating officer may also interview any witnesses to the 
alleged harassment/bullying. 
 



 If at the outset it appears this will take longer than 20 working days this should be 
communicated to the employee and any required extension should be mutually agreed.  
 

 If at any time the investigating officer believes the circumstances constitute gross   
misconduct, they should report this to the commissioning manager who may wish to 
seek advice from Education HR Consultancy. 
  

 At any stage the employee making the complaint may decide that they wish to resolve 
the issue informally. Where possible this decision will be supported but if the 
investigating officer feels this is not appropriate given the seriousness of the allegations 
or there is perceived to be any risk to the complainant then he/she should continue with 
the formal action. 
 

7.0 Outcome of the Investigation 
 

7.1 The Investigating Officer should prepare a report on their findings including notes of 
 interviews with any witnesses.  The report should include a summary of the issues, 
 evidence available and where appropriate an assessment of the alleged  unacceptable 
behaviour and impact on the complainant. 

 
7.2 The headteacher/chair of governors will: 
  

 Consider the report  

 Arrange a hearing and invite the complainant and the person against whom the 
complaint has been made to attend to consider the contents of the investigating 
officer’s report. Employees will be advised of their right to be accompanied by their 
trade union representative or work colleague.  A member of the HR Education 
Consultancy team will normally attend the hearing.  

 Have the discretion to invite both parties into the hearing together or separately, 
depending upon the circumstances of the case. 

 Allow the complainant the opportunity to explain their case and how they feel it should 
be settled. 

 
7.3 Following the hearing the headteacher or chair of governors may determine: 

 

 There is no evidence of unacceptable behaviour.  The headteacher /chair of governors 
will discuss the outcome with all parties and ensure that continued personal support is 
available to them. 

 

 Unacceptable behaviour has occurred but it is not considered serious enough to warrant 
disciplinary action. An action plan and monitoring arrangements should be agreed and 
recorded to ensure the behaviour stops.  
 

 There is sufficient evidence of unacceptable behaviour of a serious nature to consider 
disciplinary action. In this instance the disciplinary process will be instigated in line with 
the School/Academy Disciplinary Procedure. The investigation report produced under the 



Dignity at Work Procedure will form the basis of the evidence to a disciplinary hearing 
without the need for further investigation. 

 
7.4 A decision in writing will be confirmed to both parties, along with their right of  
 appeal, within 10 working days of the initial receipt of the hearing, or within the  mutually 
agreed extended timescale. 

 
8.0 Appeals Procedure 

 
8.1 Where the complainant wishes to appeal against the outcome, he/she may appeal to  a 
nominated member of the governing body in writing within 10 working days of receipt of the 
written outcome.  The employee should set out their decision to appeal in writing, stating why 
they are dissatisfied, detail any aspect of the process they feel has been flawed or inconsistent, 
why they feel the evidence does not support the  outcome, and what behaviour and outcome 
they are hoping to achieve. 

 
8.2 The procedure for the conduct of these appeals will be that determined for appeals 
 under the grievance procedure and the decision of the nominated members of the 
 governing body will be final.   

 
8.3 There is no further right appeal of appeal. 
 
9.0 Complaints of Bullying and/or Harassment Made Against a Member of the  Governing 
Body or the Governing Body 

 
9.1 The procedure applies where an employee makes a complaint of bullying and/or 
 harassment against a governor of the school. Formal complaints should be directed to the 
vice chair of governors or another nominated governor.  Further advice can be  obtained from 
Education HR Consultancy.  
 
9.2 Only the Governing Body can hear a complaint against itself unless the Governing 
 Body has entered into a formal collaboration arrangement with another Governing 
 Body, as detailed in the School Governance Collaboration Regulations, and have  agreed 
terms of reference to include handling grievances. 

 
9.3 Both Governing Bodies must formally agree both the setting up of the Committee and the 
Terms of Reference. 

 
10.0 Group Complaints 

 
10.1 If several people are experiencing bullying or harassment from the same source, and 
 wish to lodge a complaint as a group, they should submit individual statements about 
 their experience of the behaviour that is complained about. Outcomes of collective 
 complaints will be advised to each individual on a personal basis. 
 



 
11.0  Timescales 

 
11.1 There is no absolute time limit for making a complaint. However, it is advisable to do so as 
soon as possible as memories of an incident may fade. Additionally, a long time lapse may mean 
that it is less reasonable for a complaint to be pursued. 
 

 
12.0 Withdrawn Complaints 

 
12.1 Where a complainant withdraws a serious complaint or resigns before the issue has 
 been investigated, the governing body reserves the right to continue to apply this 
 procedure according to the circumstances and severity of the issues raised. 

 
13.0 Monitoring 

 
13.1 Data relating to dignity at work in relation to bullying and/or harassment will be  collated 
and monitored regularly by the Governing Body to ensure that the procedure  is operating fairly, 
consistently and effectively. Issues that are identified from the  data will be dealt with 
appropriately. 

 
14.0 Review 

 
14.1 The policy will be reviewed in the light of operating experience and/or changes in 
 legislation. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



APPENDIX 1 
 
Examples of unacceptable behaviour are given below.   

 

 spreading malicious rumours, or insulting someone by word or behaviour  

 copying memos that are critical about someone to others who do not need to know  

 ridiculing or demeaning someone – picking on them or setting them up to fail  

 exclusion or victimisation  

 unfair treatment  

 overbearing supervision or other misuse of power or position  

 unwelcome sexual advances – touching, standing too close, display of offensive 
materials, asking for sexual favours, making decisions on the basis of sexual advances 
being accepted or rejected  

 making threats or comments about job security without foundation  

 deliberately undermining a competent worker by overloading and constant criticism  

 preventing individuals progressing by intentionally blocking promotion or training 
opportunities.  
 

Bullying and harassment is not necessarily face to face, it may occur through written 
communications, visual images (for example pictures of a sexual nature or embarrassing 
photographs of colleagues), email or by phone. 
 
This list is not exhaustive 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 2 
 
DIGNITY AT WORK COMPLAINT FORM 
 
Section 1:  This section is to be completed by the employee(s) 

 

FORMAL DIGNITY AT WORK COMPLAINT FORM 

Employee’s Name:  

Department and 
Section: 

 

Name of Line 
Manager: 

 

Trade Union 
Representative: 

 

Name of person who 
will accompany you: 

 

Name and job title of 
the employee(s) 
against whom the 
complaint is raised: 

 

Nature of the complaint: 
 

 

 

 

 

 

 

 

 

Details of specific 
incidents: 
 

 

 



 

 

 

 

Witnesses to the 
above (name and 
job title): 
 

 

Details of any action taken to stop the behaviour either by yourself, your representative or by your 

manager.  Please state why you are not satisfied with the outcome: 

 

 

 

 

 

 

Please state the outcome you are seeking, if known:  

 

 

 

 

 

 

Signed (employee):  

Date:  

 
 
 
 



Section 2: Manager’s/Governor’s Checklist (for the manager only) 
 

Name(s) and job title(s) of 
complainant(s): 

 

Name of Line Manager(s):  

Name of Person who heard the 
Informal complaint: 

 

Name and Position of Person 
hearing the Formal Stage: 

 

Date Formal Dignity at Work 
Complaint Notification Form is 
Received: 

 

Date response required by (20 
working days from the form being 
lodged): 

 

Date of Hearing (with 5 working 
days notice): 

 

Date of Written Response (within 
10 working days of the hearing): 

 (send recorded delivery) 

Outcome:  

Date Appeal is Lodged (must be 
within 10 working days of receipt 
of the written hearing outcome): 

 
Last date for appeal to be lodged:  

Date Response to Appeal Required 
by (within 20 working days of the 
appeal being lodged): 

 

Date of Appeal (Re-Hearing) (with 
5 working days notice): 

 

Final Outcome:  

Date of Written Response (within 
10 working days of the appeal (Re-
Hearing): 

 (send recorded delivery) 

 
Section 1 and 2 should be retained by the headteacher or nominated governor with a copy sent to Education HR 
Consultancy, 5th Floor, Delamere House, Crewe, CW1 2JZ. 

 

 



Approved at the Trust Staffing Committee Meeting 
 
 
Signed:    S. Pyra   (Chair of Trustees) 

Signed:    C. White  (Headteacher) 

Dated:    12/07/18  

Review Date:    Summer 2019 
  

 
 

 
 

 


