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1. Induction Policy 
 
Introduction  
This policy applies to all employees and also, as appropriate, to volunteers, agency staff and governors who 
will all receive a tailored induction programme which will include appropriate information, training, 
observation, and mentoring as appropriate.  
Safeguarding Children and Child Protection will feature prominently in every induction programme.  
The first weeks and months are vital to the success of any appointment. The arrangements made for 
introducing a new employee, volunteer or governor to the duties of the post, and to the school as a whole, 
provide the foundation for successful and safe contribution to the school. The Induction Programme is 
designed to help new employees, volunteers and governors become familiar with the requirements of their 
position and learn about the school culture, ethos, priorities, aims and working practices effectively and 
efficiently so that they become knowledgeable and confident as quickly as possible.  
Induction is an organic on-going and evolving process that realistically takes weeks and months. The ethos of 
the school is that learning is a shared responsibility and there is an expectation that new members joining 
the team will be proactive in asking for information and help – however big or small. 
 
 
 
The induction process should  
• Provide information and training on the school’s policies and procedures  
• Provide Child Protection information – including outlining responsibilities  
• Enable the colleague to contribute to improving and developing the overall effectiveness of the school, 
raising pupil achievement, and meeting the needs of pupils, parents and the wider community  
• Contribute to the colleague’s sense of job satisfaction and personal achievement  



 

 

• Explain the school’s Safer Code of Conduct to ensure that all staff, volunteers and governors new to the 
school understand what is expected of them at the school and gain support to achieve those expectations 
• Identify and address any specific training needs 
 
 
 
The induction programme may include:  
• A meeting with the Executive Headteacher or senior member of staff. 
• Signposting to the list of essential policies on the website – signing that these have been read. 
• Receiving copies of essential documents relating to role.  
• Explanation of help and support available.  
• Details of work shadowing and assigning of a buddy if appropriate.  
• Details of other relevant individuals with responsibility for induction if appropriate.  
 
Appendix 1  
Management and Organisation of Induction Responsibility for Induction  
The Executive Headteacher is responsible for the overall management and organisation of induction of new 
teacher employees and for the overall management and induction of supply teachers, and agency staff as 
well as of organisation of induction of volunteers. They are also responsible for the overall management and 
organisation of induction of new teaching assistants and Midday Supervisors.   
The clerk to the Governing Body and the Chair of Governors is responsible for the overall management and 
organisation of induction of Governors.  
 
The person responsible for induction should  
• Make arrangements to ensure that a new member of staff, volunteer or governor is welcomed.  
• Ensure that immediate needs are identified before taking up the position where possible.  
• Provide, if appropriate, a tour of the school and information about facilities, answering questions and 
giving practical advice. 
• Introduce key personnel and assigning a buddy where appropriate.  
• Ensure that an Induction Programme is provided, delivered and evaluated.  
 
Appendix 2  
The Induction Programme  
The person responsible for induction should ensure that an Induction is provided personally, or by the line 
manager or mentor, or another person with delegated responsibility, which will include:  
 
• Child Protection information  
• Health and Safety procedures  
• a checklist of the policies and procedures to be understood  
• details of help and support available  
• a diary of meetings  
• details of other relevant individuals with responsibility for induction  
• designated mentor or supervisor  
• Induction programmes should be tailored to specific individuals. Areas which should be considered for 
each category of staff are set out below. These are not intended to be exhaustive and careful consideration 
should be given in relation to each post and the experience of the post holder. 
 
 
Supply Teachers and Agency Staff  
All new supply teachers and agency staff should be given appropriate induction advice, training and 
resources by. This should include;  
• Safeguarding children and children protection  
• Health and safety  
• Fire and emergency procedures  
• First aid  
• Safer Code of Conduct  



 

 

• Behaviour management policy  
• Relevant information from the Staff Handbook;  
• Relevant information on curriculum, schedules and timetables.  
 
Teaching Staff including Teaching assistants  
All new staff will be given appropriate induction advice, training and resources by their line manager and 
others e.g. the deputy head and senior teachers. This is likely to be over time and as necessary. This should 
include;  
 
• Health and safety  
• Safeguarding children and children protection policy 
• Fire and emergency procedures  
• First aid  
• Safer Code of Conduct  
• Curriculum documents  
• Staff Handbook,  
• School Website  
• Policy documents  
• Assessment advice, recording, reporting, resources and procedures,  
• Class lists,  
• Information on whole school and year group data, including SEN  
• Timetables 
• Teaching Staff: one day paid release from current school.  
 
 
Administrative Staff  
All new staff should be given appropriate induction advice, training and resources by their line manager and 
any other senior leader. This should include:  
• Safeguarding children and children protection  
• Health and safety  
• Fire and emergency procedures  
• First aid  
• Code of Conduct  
• Staff Handbook  
• School administrative systems and procedures  
• Specific job related training such as finance, for recruitment selection administration etc. 
 
Midday and Cover supervisors  
All new staff should be given appropriate induction advice, training and resources by their line manager and 
any other senior leader. This should include:  
• Safeguarding children and children protection  
• Health and safety  
• Fire and emergency procedures  
• First aid  
• Code of Conduct  
• Staff Handbook  
• Specific job related training such as Behaviour management. 
 
Governors  
All new Governors should be given appropriate induction advice, training and resources by an existing 
experienced governor. This may include: 
• Safeguarding children and children protection  
• Health and safety  
• Fire and emergency procedures.   
• Code of Conduct  
• current relevant school information, policy documents 



 

 

• School brochure including staffing, Ofsted and school performance data  
• DfES information on the role of governor  
• Governing Body Policy documents.  
• Dates and times of whole governing body and sub-committee meetings  
• Access and information of previous governing body minutes,  
• latest governing body report  
• Information and access to governor training courses. 
 

 

2. Appraisal and Capability Policy 
 
Purpose  
This policy sets out the framework for a clear and consistent assessment of the overall performance of 
teachers, including the head teacher, and for supporting their development within the context of the school’s 
plan for improving educational provision and performance, and the standards expected of teachers. It also 
sets out the arrangements that will apply when teachers fall below the levels of competence that are 
expected of them. 

 
Application of the policy  
The policy is in two separate sections: 

 
Part A of the policy, which covers appraisal, applies to the Executive Headteacher and to all teachers 
employed by the school or local authority, except those on contracts of less than one term, those undergoing 
induction (i.e. NQTs) and those who are subject to Part B of the policy. 

 
Part B of the policy, which sets out the formal capability procedure, applies only to teachers (including the 
Headteacher) about whose performance there are serious concerns that the appraisal process has been 
unable to address. 

 
Part A – Appraisal  
Appraisal in this school will be a supportive and developmental process designed to ensure that all teachers 
have the skills and support they need to carry out their role effectively. It will help to ensure that teachers 
are able to continue to improve their professional practice and to develop as teachers. 

 
The appraisal period  
The appraisal period will run for twelve months from October to October each year. Teachers who are 
employed on a fixed term contract of less than one year will have their performance managed in accordance 
with the principles underpinning this policy. The length of the period will be determined by the duration of 
their contract. 

 
Appointing appraisers  
The Executive Headteacher will be appraised by the Governing Body, supported by a suitably skilled and/or 
experienced external adviser who has been appointed by the Governing Body for that purpose. In this school 
the task of appraising the head teacher, including the setting of objectives, will be delegated to a sub-group 
consisting of two members of the Governing Body. The Executive Headteacher will decide who will appraise 
other teachers.  
 

 
 
 
Setting objectives  
The objectives for the Executive Headteacher will be set by the Governing Body after consultation with the 

external adviser. Objectives for each teacher will be set at the start of each appraisal period. The objectives 

set for each teacher, will be Specific, Measurable, Achievable, Realistic and Time-bound (SMART) and will be 



 

 

appropriate to the teacher’s role and level of experience. The appraiser and teacher will seek to agree the 

objectives but, if that is not possible, the appraiser will determine the objectives. Objectives may be revised 

if circumstances change. The objectives set for each teacher will, if achieved, contribute to the school’s plans 

for improving the school’s educational provision and performance and improving the education of pupils at 

that school.  

 
At the start of each appraisal period, each teacher will be informed of the standards against which that 

teacher’s performance in that appraisal period will be assessed. All teachers should be assessed against the 

set of standards contained in the Teachers Standards 2012. The Executive Headteacher and Governing Body 

will consider whether certain teachers should also be assessed against other sets of standards published by 

the Secretary of State that are relevant to them. 

 
Reviewing performance 
  
Observation  
This school believes that observation of classroom practice and other responsibilities is important both as a 

way of assessing teachers’ performance in order to identify any particular strengths and areas for 

development they may have and of gaining useful information which can inform school improvement more 

generally. All observation will be carried out in a supportive fashion. 

 
In this school, teachers’ performance will be regularly observed but the amount and type of classroom 

observation will depend on the individual circumstances of the teacher and the overall needs of the school. 

Classroom observation will be carried out by those with QTS. In addition to formal observation, head teachers 

or other leaders with responsibility for teaching standards may “drop in” or carry out “learning walks” in 

order to evaluate the standards of teaching and to check that high standards of professional performance 

are established and maintained. The length and frequency of “drop in” observations will vary depending on 

specific circumstances. Teachers (including the Headteacher) who have responsibilities outside the classroom 

should also expect to have their performance of those responsibilities observed and assessed. 

 
Development and support  
Appraisal is a supportive process which will be used to inform continuing professional development. The 
school wishes to encourage a culture in which all teachers take responsibility for improving their teaching 
through appropriate professional development. Professional development will be linked to school 
improvement priorities and to the ongoing professional development needs and priorities of individual 
teachers. 

 
Feedback  
Teachers will receive constructive feedback on their performance throughout the year and as soon as 
practicable after observation has taken place or other evidence has come to light. Feedback will highlight 
particular areas of strength as well as any areas that need attention. Where there are concerns about any 
aspects of the teacher’s performance the appraiser will meet the teacher formally to: 

 

 give clear feedback to the teacher about the nature and seriousness of the concerns;  
 give the teacher the opportunity to comment and discuss the concerns;  



 

 

 agree any support (e.g. coaching, mentoring, structured observations), that will be provided to help 
address those specific concerns;  

 make clear how, and by when, the appraiser will review progress  
 explain the implications and process if no (or insufficient) improvement is made. 

 
When progress is reviewed, if the appraiser is satisfied that the teacher has made, or is making, sufficient 
improvement, the appraisal process will continue as normal, with any remaining issues continuing to be 
addressed though that process. 

 
Transition to capability  
If the appraiser is not satisfied with progress, the teacher will be notified in writing that the appraisal system 
will no longer apply and that their performance will be managed under the capability procedure, and will be 
invited to a formal capability meeting. The capability procedures will be conducted as in part B of this policy. 

 
Annual assessment  
Each teacher's performance will be formally assessed in respect of each appraisal period. In assessing the 

performance of the head teacher, the Governing Body must consult the external adviser. This assessment is 

the end point to the annual appraisal process, but performance and development priorities will be reviewed 

and addressed on a termly basis throughout the year. The teacher will receive as soon as practicable following 

the end of each appraisal period (and have the opportunity to comment in writing on) a written appraisal 

report.  
 
The appraisal report will include:  

 details of the teacher’s objectives for the appraisal period in question;  
 an assessment of the teacher’s performance of their role and responsibilities against their 

objectives and the relevant standards;  
 an assessment of the teacher’s training and development needs and identification of any action 

that should be taken to address them;  
 a recommendation on pay where that is relevant 

 
The assessment of performance and of training and development needs will inform the planning process for 
the following appraisal period. 
 

 

Part B – Capability Procedure  
This procedure applies only to teachers or head teachers about whose performance there are serious 
concerns that the appraisal process has been unable to address. 

 
At least ten working days’ notice will be given of the formal capability meeting. The notification will contain 
sufficient information about the concerns about performance and their possible consequences to enable the 
teacher to prepare to answer the case at a formal capability meeting. It will also contain copies of any written 
evidence; the details of the time and place of the meeting; and will advise the teacher of their right to be 
accompanied by a companion who may be a colleague, a trade union official, or a trade union representative 
who has been certified by their union as being competent.  
 
 
 
 



 

 

Formal capability meeting  
This meeting is intended to establish the facts. It will be conducted by the Chair of Governors plus another 

governor to keep minutes (for Executive Headteacher capability meetings) or Chair of Governors and 

Executive Headteacher (for other teachers). The meeting allows the teacher, accompanied by a companion 

if they wish, to respond to concerns about their performance and to make any relevant representations. This 

may provide new information or a different context to the information/evidence already collected. 

 
The person conducting the meeting may conclude that there are insufficient grounds for pursuing the 
capability issue and that it would be more appropriate to continue to address the remaining concerns through 
the appraisal process. In such cases, the capability procedure will come to an end. The person conducting the 
meeting may also adjourn the meeting. 

 
In other cases, the meeting will continue. During the meeting, or any other meeting which could lead to a 
formal warning being issued, the person conducting the meeting will: 

 
• identify the professional shortcomings (for example which of the standards expected of teachers 

are not being met);  
• give clear guidance on the improved standard of performance needed to ensure that the teacher can 

be removed from formal capability procedures (this may include the setting of new objectives 
focused on the specific weaknesses that need to be addressed, any success criteria that might be 
appropriate and the evidence that will be used to assess whether or not the necessary improvement 
has been made);  

• explain any support that will be available to help the teacher improve their performance; 
 

• set out the timetable for improvement and explain how performance will be monitored and 
reviewed. The timetable will depend on the circumstances of the individual case;  

• warn the teacher formally that failure to improve within the set period could lead to dismissal. In 
very serious cases, this warning could be a final written warning. 

 
Notes will be taken of formal meetings by a nominated clerk and a copy sent to the member of staff. Where 
a warning is issued, the teacher will be informed in writing of the matters covered in the bullet points above 
and given information about the timing and handling of the review stage and the procedure and time limits 
for appealing against the warning. 

 
Monitoring and review period following a formal capability meeting  
A performance monitoring and review period will follow the formal capability meeting. Formal monitoring, 
evaluation, guidance and support will continue during this period. The member of staff will be invited to a 
formal review meeting, unless they were issued with a final written warning, in which case they will be invited 
to a decision meeting (see below). 

 
Formal review meeting  
As with formal capability meetings, at least ten working days’ notice will be given and the notification will 

give details of the time and place of the meeting and will advise the teacher of their right to be accompanied 

by a companion who may be a colleague, a trade union official, or a trade union representative who has been 

certified by their union as being competent. If the person conducting the meeting is satisfied that the teacher 

has made sufficient improvement, the capability procedure will cease and the appraisal process will re-start. 

In other cases; 

 
• If some progress has been made and there is confidence that more is likely, it may be appropriate 

to extend the monitoring and review period;  
 
 
 



 

 

• If no, or insufficient improvement has been made during the monitoring and review period, 
the teacher will receive a final written warning. 

 
As before, notes will be taken of formal meetings by a nominated clerk and a copy sent to the member 
of staff. The final written warning will mirror any previous warnings that have been issued. Where a 
final warning is issued, the member of staff will be informed in writing that failure to achieve an 
acceptable standard of performance (within the set timescale), may result in dismissal and given 
information about the handling of the further monitoring and review period and the procedure and 
time limits for appealing against the final warning. The teacher will be invited to a decision meeting. 

 
Decision meeting  
As with formal capability meetings and formal review meetings, at least ten working days’ notice will 
be given and the notification will give details of the time and place of the meeting and will advise the 
teacher of their right to be accompanied by a companion who may be a colleague, a trade union 
official, or a trade union representative who has been certified by their union as being competent. If 
an acceptable standard of performance has been achieved during the further monitoring and review 
period, the capability procedure will end and the appraisal process will re-start. If performance 
remains unsatisfactory, a decision, or recommendation to the Governing Body, will be made that the 
teacher should be dismissed or required to cease working at the school. In Community schools, it is 
the local authority (as the employer) that actually dismisses staff. Before the decision to dismiss is 
made, the school will discuss the matter with the local authority. The teacher will be informed as soon 
as possible of the reasons for the dismissal, the date on which the employment contract will end, the 
appropriate period of notice and their right of appeal. 

 
Decision to dismiss  
The power to decide that members of staff should no longer work at this school rests with the 
Governing Body and the Headteacher. 

 
Dismissal  
Once the Governing Body and head teacher has decided that the teacher should no longer work at 
the school, it will notify the Local Authority of its decision and the reasons for it. Where teachers work 
solely at this school, the Local Authority must dismiss them within fourteen days of the date of the 
notification. Where they work in more than one school, the local authority must require them to cease 
to work at this school. 

 
Appeal  
If a teacher feels that a decision to dismiss them, or other action taken against them, is wrong or 

unjust, they may appeal in writing against the decision within ten days of the decision, setting out at 

the same time the grounds for appeal. Appeals will be heard without unreasonable delay and, where 

possible, at an agreed time and place. The same arrangements for notification and right to be 

accompanied by a companion will apply as with formal capability and review meetings and, as with 

other formal meetings, notes will be taken and a copy sent to the teacher. The appeal will be dealt 

with impartially and, wherever possible, by managers or governors who have not previously been 

involved in the case. The teacher will be informed in writing of the results of the appeal hearing as 

soon as possible.  
 
General Principles Underlying This policy (ACAS Code of Practice on Disciplinary and Grievance 

 
Procedures  
Part B of the policy will be implemented in accordance with the provisions of the ACAS Code of 
Practice. 



 

 

 
Confidentiality  
The appraisal and capability processes will be treated with confidentiality. However, the desire for 
confidentiality does not override the need for the head teacher and governing body to quality-assure 
the operation and effectiveness of the appraisal system. The head teacher will review all teachers’ 
objectives and written appraisal records, along with any pay recommendations that have been made. 

 
Consistency of Treatment and Fairness  
The Governing Body is committed to ensuring consistency of treatment and fairness and will abide by 
all relevant equality legislation. 

 
Definitions  
Unless indicated otherwise, all references to “teacher” include the Headteacher. 

 
Delegation  
Normal rules apply in respect of the delegation of functions by governing bodies, Headteachers and 
local authorities. 

 
Grievances  
Where a member of staff raises a grievance during the capability procedure the capability procedure 
may be temporarily suspended in order to deal with the grievance. Where the grievance and capability 
cases are related it may be appropriate to deal with both issues concurrently. 

 
Sickness  
If long term sickness absence appears to have been triggered by the commencement of monitoring or 

a formal capability procedure, the case will be dealt with in accordance with the school’s absence 

policy and will be referred to the occupational health service to assess the member of staff’s health 

and fitness for continued employment and the appropriateness or otherwise of continuing with 

monitoring or formal procedures. In some cases, it may be appropriate for monitoring and/or formal 

procedures to continue during a period of sickness absence. 

 
Monitoring and Evaluation  
The governing body and Executive Headteacher will monitor the operation and effectiveness of the 
school’s appraisal arrangements. 

 
Retention  
The Governing Body and Executive Headteacher will ensure that all written appraisal records are 
retained in a secure place for six years and then destroyed. 

 

3.Dignity at work Policy 
INTRODUCTION  
The aims of this policy are:- 

 
 to establish a climate in school in which the dignity and rights of each individual are 

recognised and protected;  
 to make clear to Governors, managers, and other employees that harassment, 

whether on sexual, racial or other grounds, is not acceptable;  



 

 

 to provide procedures which enable harassment issues to be tackled quickly, 
effectively, sensitively and confidentially. 

 

 

STATEMENT OF INTENT  
The Governing Body recognises that all employees have the right to work in an environment which is 
free of harassment. The purpose of this policy is to ensure that harassment does not occur. 

 
If, however, it does occur, the Governing Body undertakes that allegations of harassment will be dealt 
with seriously and confidentially, using the procedures set out in the Annex to this Policy, and that 
employees will be protected against victimization for making or being involved in a complaint. 

 
Following a formal investigation:- 

 
• conduct or behaviour by an employee amounting to intentional harassment or bullying will 

normally be treated as misconduct in accordance with the disciplinary procedures adopted by 
the Governing Body and could lead to dismissal; 

 
• conduct or behaviour by an employee amounting to unintentional harassment will be treated 

initially as an issue of “capability” and will be dealt with as such, which may include use of the 
procedures adopted by the Governing Body for that purpose. 

 

 

DEFINITION OF HARASSMENT  
Harassment is: ‘unwanted conduct related to a relevant protected characteristic, which has the 
purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, 
humiliating or offensive environment for that individual’. 

 
Source: Equality Act 2010. 
However, it is important to recognise that, in any work context, it is the legitimate role and duty of a 
manager to direct and instruct employees, and to monitor and provide feedback on their performance 
of the duties required of them in their job, having regard to their rights and in accordance with any 
agreed procedures. 
 

 

FORMS OF HARASSMENT  
Harassment may be directed at, and can be carried out by, an individual or a group of individuals. 
Harassment can range from extreme forms such as violence and bullying to less obvious actions like 
ignoring someone at work. Forms of harassment may include:- 

 
• physical contact ranging from touching to serious assault;  
• verbal and written abuse through jokes, offensive language, name-calling, innuendo, gossip 

and slander, sectarian songs or letters;  
• non-verbal abuse such as offensive gestures and body language;  
• display of posters, graffiti, or emblems;  
• isolation or non co-operation at work and exclusion from social activities;  
• coercion ranging from pressure for sexual favours to pressure to participate in 

political/religious groups;  
• intrusion by pestering, spying, excessive or inappropriate physical closeness;  
• abuse of management procedures to threaten, humiliate, or coerce;  
• threats or promises affecting work performance or linked to employment prospects;  



 

 

• inappropriate use of social networking sites, chat rooms, texting and other forms of 
electronic communication. 

 
This list is illustrative but not exhaustive. 

 
People can be subject to harassment on a wide variety of grounds including:- 

 
• sex , sexual orientation, or marital status;  
• race, ethnic origin, skin colour or nationality;  
• religious convictions or attributed beliefs;  
• membership, or non-membership of a trade union;  
• disability, sensory impairment, learning difficulty, or physical characteristics;  
• age. 

 
Again, this list is illustrative but not exhaustive. 
 

 

DEFINITION OF BULLYING  
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'. 

 
Source: Advisory, Conciliation and Arbitration Service (ACAS) 

 
FORMS OF BULLYING  
Bullying may take open forms such as shouting at someone, personal insults, name calling, persistent 
criticism, and humiliation. Alternatively, it may be more covert and conducted through setting 
objectives which cannot be met within a reasonable timeframe, the removal of responsibility without 
good reason, constantly changing work guidelines, inappropriate threats about use of disciplinary or 
capability procedures, or ignoring and excluding the individual from relevant discussions. 
EFFECTS OF HARASSMENT & BULLYING  
A victim of harassment or bullying may suffer physical and/or emotional symptoms such as disturbed 
sleep, nausea, lack of confidence or motivation, and depression. 

 
Whatever the form of the harassment, the impact on the employee should not be underestimated. 
Harassment can lead to illness, increased absence, poor performance, and confusion over status and 
role leading to an apparent lack of commitment or even resignation. Harassment can also result in 
tension and conflict within the workplace and puts great strains on personal and family life. These all 
have a direct impact on the effectiveness of the school. 

 
Failure to deal, or deal properly and promptly, with allegations or incidents of harassment at work 
may also leave the Governing Body and/or the County Council vulnerable to legal action in which 
financial remedies awarded have no upper limit, and can be considerable. 
 

 

RESPONSIBILITIES  
Governors, the Headteacher, and other school managers are responsible for the implementation of 
this policy, for ensuring that all staff have an awareness of the policy, and for taking corrective action 
to ensure compliance with it. This responsibility can be discharged by:- 

 
• explaining and positively promoting the policy to staff;  
• responding to and supporting any employee complaining of harassment;  



 

 

• providing full and clear advice on the procedure to be followed;  
• maintaining confidentiality; 

 
• monitoring the situation to ensure that no repetition or victimisation occurs after the 

complaint has been resolved. 

 
Any complaint about harassment will be dealt with seriously, expeditiously and confidentially. 
Employees will be protected against victimisation or retaliation for bringing a complaint of 
harassment. 

 
It is important that school managers understand that it is not primarily their perception of what 
conduct is acceptable which defines harassment. Rather it is the view of the recipient which is most 
important and if the recipient feels that they have been harassed the complaint must be taken 
seriously and actioned in the appropriate way. 

 
All employees have a responsibility for ensuring that the working environment in school is free from 
harassment. All employees are required to comply with this policy and to treat their colleagues with 
dignity and respect. Employees can do much to discourage harassment by:- 

 
• making it clear that they find such behaviour unacceptable;  
• supporting colleagues who suffer such treatment and are considering making a complaint;  
• being sensitive to the potential impact of their own behaviour on colleagues. 

 

 
DEALING WITH HARASSMENT & BULLYING  
The Governing Body has adopted the procedure set out in the Annex to this Policy for dealing with 
complaints of harassment and bullying. The procedure is intended to enable complaints to be dealt 
with sensitively and quickly, and provides for employees to raise problems with an officer other than 
the Executive Headteacher or their line manager where this is necessary. The procedure also allows 
for problems to be resolved informally where this is possible and appropriate. If the problem persists, 
or informal resolution is inappropriate, the formal complaints procedure will be followed. 
Where a complaint has been upheld, management within the school will ensure that:- 

 
• harassment has ceased;  
• no victimisation occurs as a result;  
• any changes to policies, practices, and procedures are made. 

 
Where a complaint has not been upheld, the Executive Headteacher and governors will ensure that 
no victimisation of the complainant takes place. 
 

 

MALICIOUS COMPLAINTS.  
It should be recognised that allegations of harassment are sometimes falsely made and, in all cases, 
the rights of alleged perpetrators need to be recognised. Malicious or unfounded complaints of 

harassment can also have a devastating effect on the health, confidence, morale, and motivation of 

those falsely accused. It would not serve the interests of the school for any policy or procedure to be 
abused and for victims of malicious or unfounded allegations to have no redress. Complaints of 

harassment which are found to be intentionally frivolous, vexatious, or unreasonable will themselves 
be treated as misconduct in accordance with the disciplinary procedure.  
 
 
 



 

 

Complaints: 
INTRODUCTION  
The Governing Body recognises that all the employees at its school have the right to be treated with 
dignity and therefore harassment at work will not be condoned. Members of staff who are harassed 
have the right to complain about such behaviour and this procedure is intended to ensure that 
complaints are dealt with sensitively, effectively and confidentially. 

 
Most recipients of harassment simply want the harassment to stop. Both informal and formal methods 
of achieving this are available under this procedure. 

 
By its very nature, harassment may make the normal channels for resolving problems difficult to use 
because of embarrassment, fear of not being taken seriously, fear of damage to reputation, fear of 
reprisal, or the prospect of jeopardising working relationships. In recognition of this, the procedure 
allows for the involvement of a variety of parties in a support role to the complainant. 

 
This procedure is set out in a flowchart at Appendix 1. 
 

 

INFORMAL PROCEDURES  
In the first instance informal ways of resolving problems should be tried, dependent on the nature and 
seriousness of the allegation. In some cases it may be possible and sufficient for the member of staff 
to explain clearly to the person engaging in the unwanted conduct that the behaviour in question is 
not welcome, that it offends them or makes them uncomfortable, and that it interferes with their 
work. 

 
In circumstances where it is too difficult, embarrassing, or inappropriate (because of the nature and 
seriousness of the allegation) for an individual to do this on their own behalf they should seek support 
from a friend on the staff group, or the representative of the relevant trade union or professional 
association who will make the initial approach if required. Where the individual feels that a face-to-
face meeting may not be appropriate for the above reasons, they may prefer to communicate in 
writing. 
 
Alternatively, the employee may make a complaint to the Executive Headteacher and ask for it to be 
dealt with through the informal procedure, in which case the Head will attempt to resolve the matter 
either informally or through the conciliation procedure. 

 
Where the employee approaches a friend on the staff, it is important to respect the fact that this 
person may not wish to become involved. In such circumstances, the employee may consider 
contacting either Education Personnel Services or the LA’s Counselling Helpline service to seek advice 
and informal assistance. 
 
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. The friend or representative may feel it is appropriate to assist in 
resolving the problem by acting as mediator. In carrying out this function, s/he will be protected from 
victimisation and will not be forced to disclose any confidences arising from their assistance with the 
informal stages of this procedure. 

 
Even where an informal approach is enough to resolve the immediate problem, the employee should 
keep a record of any incidents, including a note of any witnesses. Similarly, where the Head or other 



 

 

management representative is involved in resolving the problem informally or formally, proper notes 
must be kept to document the action taken. 
 

 

CONCILIATION PROCEDURE  
As an alternative to other informal approaches, or as an agreed way of attempting to resolve a formal 
complaint, there may be occasions on which the Executive Headteacher or investigating officer can 
help to broker a solution by means of a conciliation meeting between the complainant and the alleged 
perpetrator. This should only be done with the agreement of both parties, who may each bring a 
friend or a representative to the meeting. 

 
There should be a commitment to change any offending behaviour and the attention of both parties 
should be drawn to the County Council’s counselling service. 

 
The Executive Headteacher or investigating officer convening the meeting should make a record of 
the alleged incident and the outcome of the meeting. To indicate agreement with the outcome, all 
parties should sign the record which will remain confidential to the signatories. 
 
FORMAL PROCEDURE  
If the conduct continues, or it is not appropriate to resolve the problem informally, either because the 
complainant regards attempts at informal resolution as inappropriate because of the serious nature 
of the complaint or where informal attempts at resolution have failed, the issue should be raised 
through the formal stage of the school’s Grievance Procedure. At the conclusion of a formal hearing 
under the Grievance Procedure, the Grievance Committee will determine:- 

 
• whether harassment has occurred;  
• whether it was intentional or unintentional;  
• what action is required. 

 
If a clear case of harassment is established, this is likely to be in accordance with the main policy 
procedures. However, the situation may be such that, with the agreement of both parties, action 
other than this may be appropriate. If formal action is felt to be required, the normal proceedings will 
take place as determined by the relevant Procedure (disciplinary, lack of capability). Hearings will be 
convened with the minimum of delay. Where a complaint is upheld the appropriate penalty should 
be applied. This may range from appropriate management action or a formal warning through to 
dismissal depending on the circumstances and severity of the incident. Additionally it may be 
determined that it is necessary to relocate or transfer one party in addition to, or instead of, some 
other disciplinary penalty. If this is the case and it is practicable, the emphasis should be on relocating 
the harasser, who would have no choice in the matter. 

 
If the complainant wishes to be relocated, sympathetic consideration should be given to such a 
request. No element of penalty should be seen to attach to the complainant whose complaint is 
upheld and managers must carry out monitoring to ensure that the harassment has stopped and that 
no victimization or retaliation against the complainant takes place. 

 
Where the perpetrator is transferred, any disadvantage which they suffer would not be in breach of 
their contract of employment if the transfer is offered as an alternative to dismissal. 

 
Where the complaint is not upheld but because of the investigatory process it would be difficult for 
the parties to work together, consideration should be given, where practicable, to a voluntary transfer 



 

 

of one or both of the employees concerned or rescheduling of their work rather than requiring them 
to continue to work together against the wishes of either party. 

 
If an investigation brings to light circumstances that would warrant a referral to the criminal 
authorities, the complainant should be advised that they have right to do so. However, this should 
normally be done through the Executive Headteacher or, where the alleged perpetrator is the 
Headteacher, through the Chair of Governors. 
 
RIGHT OF APPEAL  
If either party is of the view that they have not been dealt with properly in relation to a formal 
complaint under this policy, they may ask the Governing Body to convene a meeting of its Appeals 
Committee to review the case. 
 

 

LEGAL REMEDIES  
Notwithstanding the terms of this procedure, employees may have the right under the Sex 
Discrimination Act, the Race Relations Act, or the Disability Discrimination Act to bring a complaint of 
unlawful discrimination before an Employment Tribunal or to the Courts. Normally, complaints must 
be brought within three months of the incident occurring. There is no service qualification required 
to allow such a complaint to be lodged. 

 
Additionally, if someone has been dismissed because they objected to conduct towards them which 
they found unacceptable, or if they resigned because of a fundamental breach of contract by or on 
behalf of their employer, they may be able to bring a complaint of unfair dismissal (constructive 
dismissal) to an Employment Tribunal. The complaint must be brought within three months of the 
termination of the employment. However, to be entitled to use this remedy, a person must have 
completed one year's continuous employment with their employer. 

 
Acts of harassment which lead to breakdowns in an employee’s health could form the basis for legal 
action under Section 2 of the Health and Safety at Work Act 1974. This places all employers under a 
duty to ensure the health, safety, and welfare of all employees and to create safe and healthy working 
systems. The Management of Health and Safety at Work Regulations 1992 expand on this by requiring 
employers to assess work-related risks to the health and safety of their employees in a way which 
takes account of the individual employee’s capabilities. 

 
Some acts of harassment are so serious that they may give grounds for criminal claims for assault, civil 
claims for negligence or breach of contract, or criminal claims under the following statutes:- 

 
• The Criminal Justice and Public Order Act 1994  
• The Protection from Harassment Act 1997 

 
The Criminal Justice and Public Order Act 1994 defines harassment as a person causing another 
person harassment, alarm, or distress by:- 

• using threatening, abusive, insulting words or behaviour, or disorderly behaviour; 

 
or 

 
• displaying any writing, sign, or other visual representation which is threatening, abusive, or 

insulting. 

 



 

 

Under the Act, harassment of an employee by the employer, colleagues, or members of the public 
constitutes a criminal offence. 

 
The Protection from Harassment Act came into force in June 1997 (updated September 1998). It was 
designed as an anti-stalking measure but is a widely-drawn piece of legislation with potential 
application to a variety of situations including the employment context. 

 
The Human Rights Act 1998 incorporates the European Convention of Human Rights into English law 
and enables victims to pursue remedies for breach of their rights in the English Courts. In operating 
this Policy and Procedure, the Governing Body will ensure that the rights of both complainants and 
alleged harassers are not infringed. 

 
The relevant rights are: 

 
• respect for private and family life;  
• freedom of thought, conscience, and religion;  
• and prohibition of discrimination in the enjoyment of these rights. 

 

4. Code of Conduct  

a. Aims, scope and principles   

This policy aims to set and maintain standards of conduct that we expect all staff to follow.  

By creating this policy, we aim to ensure our school is an environment where everyone is safe, happy 
and treated with respect.  

Many of the principles in this code of conduct are based on the Teachers’ Standards.  

School staff have an influential position in the school, and will act as role models for pupils by 
consistently demonstrating high standards of behaviour. 

We expect that all teachers will act in accordance with the personal and professional behaviours set 
out in the Teachers’ Standards.  

We expect all support staff, governors and volunteers to also act with personal and professional 
integrity, respecting the safety and wellbeing of others.  

Failure to follow the code of conduct may result in disciplinary action being taken, as set out in our 
staff disciplinary procedures.  

Please note that this code of conduct is not exhaustive. If situations arise that are not covered by this 
code, staff will use their professional judgement and act in the best interests of the school and its 
pupils.  

b. Legislation and guidance  

We are required to set out a staff code of conduct under regulation 7 of The School Staffing 
(England) Regulations 2009.  

In line with the statutory safeguarding guidance ‘Keeping Children Safe in Education 2022’, we 
should have a staff code of conduct, which should cover acceptable use of technologies, staff/pupil 
relationships and communications, including the use of social media. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Standards.pdf
http://www.legislation.gov.uk/uksi/2009/2680/contents/made
http://www.legislation.gov.uk/uksi/2009/2680/contents/made
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 

 

 

c. General obligations 

Staff set an example to pupils. They will: 

 Maintain high standards in their attendance and punctuality 

 Never use inappropriate or offensive language in school 

 Treat pupils and others with dignity and respect  

 Show tolerance and respect for the rights of others  

 Not undermine fundamental British values, including democracy, the rule of law, individual 
liberty and mutual respect, and tolerance of those with different faiths and beliefs  

 Express personal beliefs in a way that will not overly influence pupils, and will not exploit 
pupils’ vulnerability or might lead them to break the law  

 Understand the statutory frameworks they must act within 

 Adhere to the Teachers’ Standards  

d. Safeguarding 

Staff have a duty to safeguard pupils from harm, and to report any concerns they have. This includes 
physical, emotional and sexual abuse, or neglect.  

Staff will familiarise themselves with our safeguarding policy and procedures and the Prevent 
initiative, and ensure they are aware of the processes to follow if they have concerns about a child.  

Our safeguarding policy and procedures are available in the staff room and from the school office. 
New staff will also be given copies on arrival.  

e. Staff/pupil relationships  

Staff will observe proper boundaries with pupils that are appropriate to their professional position. 
They will act in a fair and transparent way that would not lead anyone to reasonably assume they 
are not doing so.  

If staff members and pupils must spend time on a one-to-one basis, staff will ensure that: 

 This takes place in a public place that others can access  

 Others can see in to the room  

 A colleague or line manager knows this is taking place  

Staff should avoid contact with pupils outside of school hours if possible.  

Personal contact details should not be exchanged between staff and pupils. This includes social 
media profiles.  

We are aware many pupils and their parents may wish to give gifts to staff, for example, at the end 
of the school year.  

If a staff member is concerned at any point that an interaction between themselves and a pupil may 
be misinterpreted, this should be reported to their line manager or the headteacher. 



 

 

e. Communication and social media  

School staff’s social media profiles should not be available to pupils. If they have a personal profile 
on social media sites, they should not use their full name, as pupils may be able to find them. Staff 
should consider using a first and middle name instead, and set public profiles to private.  

Staff should not attempt to contact pupils or their parents via social media, or any other means 
outside school, in order to develop any sort of relationship. They will not make any efforts to find 
pupils’ or parents’ social media profiles. 

Staff will ensure that they do not post any images online that identify children who are pupils at the 
school without their consent.  

Staff should be aware of the school’s e-safety procedures found in the Computing Policy. 

f. Acceptable use of technology  

Staff will not use technology in school to view material that is illegal, inappropriate or likely to be 
deemed offensive. This includes, but is not limited to, sending obscene emails, gambling and viewing 
pornography or other inappropriate content.  

Staff will be able to access the school calendar on personal devices in school hours, when school 
technology (eg school laptop) is not available or being used for other purposes. They will not use 
personal mobile phones to take pictures of pupils.  

There are times when the school offices may need to contact the Executive Headteacher or a 
member of the senior leadership team as a matter of urgency regardless of whether they are 
teaching or not. On these occasions they will need to message a response using their personal 
devices.  

We have the right to monitor emails and internet use on the school IT system. 

g. Confidentiality  

In the course of their role, members of staff are often privy to sensitive and confidential information 
about the school, staff, pupils and their parents. 

This information will never be: 

 Disclosed to anyone without the relevant authority 

 Used to humiliate, embarrass or blackmail others 

 Used for a purpose other than what it was collected and intended for 

This does not overrule staff’s duty to report child protection concerns to the appropriate channel 
where staff believe a child is at risk of harm. 

h. Honesty and integrity  

Staff should maintain high standards of honesty and integrity in their role. This includes when 
dealing with pupils, handling money, claiming expenses and using school property and facilities.  

Staff will not accept bribes. Gifts that are worth more than £50 must be declared and recorded on 
the gifts and hospitality register.   

Staff will ensure that all information given to the school about their qualifications and professional 
experience is correct. 



 

 

i. Dress code  

Staff will dress in a professional, appropriate manner. 

Outfits will not be overly revealing, and we ask that tattoos are covered up where possible.   

Clothes will not display any offensive or political slogans.  

j. Conduct outside of work 

Staff will not act in a way that would bring the school, or the teaching profession into disrepute. This 
covers relevant criminal offences, such as violence or sexual misconduct, as well as negative 
comments about the school on social media.   

k. Monitoring arrangements  

This policy will be reviewed every three years, but can be revised as needed. It will be ratified by the 
full governing board. 

 

 

5.Confidentiality Policy 
 
 
Statement of Intent  
It is our intention to respect the privacy of children and their parents and carers, while ensuring that 
they access high quality provision at Great Ellingham & Rocklands Primary Schools. 
 
Aim  
We aim to ensure that all parents and carers can share their information in the confidence that it will 
only be used to enhance the welfare of their children.  
 
Methods  
To ensure that all those using - and working in – our school can do so with confidence, we respect 
confidentiality in the following ways. Parents can obtain access to the files and records of their own 
children but do not have access to information about any other child.  
 
Staff will not discuss personal information given by parents with other members of staff, unless it is 
in the best interests of the child. Staff induction includes an awareness of the importance of 
confidentiality. Any concerns/evidence relating to a child's personal safety are kept in a secure, 
confidential file and are shared with as few people as possible on a ‘need-to-know’ basis. Personal 
information about children, families and staff is kept securely on file whilst remaining as accessible 
as possible. Information about children and their families will only be shared with relevant outside 
agencies (such as the Police and Social Services) when it is deemed that a child is at ‘significant risk’ 
or due to ‘exceptional circumstances.’ The decision to share information will be at the discretion of 
the Head or Deputy Headteacher. Issues to do with the employment of staff, whether paid or 
unpaid, remain confidential to the people directly involved with making personnel decisions. Whilst 
students are in school they are advised of our confidentiality policy and required to respect it. Please 
also see our policy on Safeguarding and Child Protection.  


