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BULLYING AND HARASSMENT 
 

PROCEDURE 
and 

GUIDANCE 
 
This procedure is derived from the model procedure recommended to LMS 
schools by the LA and is intended to help you deal with situations where you 
think you are, or have been, the victim of bullying and harassment  
 
Scope of Procedure 
Bullying and harassment, in general terms, is unwanted behaviour affecting 
the dignity of employees in the workplace. It may be persistent or an isolated 
incident.  The key point is that the actions or comments are viewed as 
demeaning, offensive and unacceptable to the recipient - it is the recipient's 
feelings about the behaviour that is important, even if the perpetrator doesn't 
realise it is unacceptable. 
 
Employers have a 'duty of care' to their employees and this includes dealing 
with bullying at work; they are responsible for ensuring a safe and non-
threatening environment, 
 
Harassment on the basis of age, disability, gender reassignment, race, 
religion or belief, sex and sexual orientation is specified as unlawful by the 
Equality Act 2010.  The Act also defines a number of ways in which an 
employee may be discriminated against e.g. directly, by a third party, by 
perception etc.  For further details see the Guidance Notes attached to this 
procedure.  Bullying behaviour may also be illegal in other ways e.g. it may 
constitute a breach of contract and it may be in breach of the Health and 
Safety at Work etc Act 1974 
 
Bullying and harassment may be carried out by an individual against an 
individual or involve groups of employees.  It may be in public or private, face-
to-face or in writing, or a form of cyber bullying e.g. using a mobile phone or 
the internet.  Bullying can be carried out by a third party e.g. by a parent or 
student. Whatever form it takes, it is unwarranted and offensive to the 
recipient.  
 
Stage 1 Informal 
 
Try managing the situation yourself 
Where possible, if you believe that you have been the subject of bullying and 
harassment then in the first instance you should ask the person to stop the 
behaviour, making it clear which aspects of his/her behaviour are offensive 
and unacceptable and what effect it is having on you.  You should also warn 
that you will initiate formal action if the behaviour doesn’t stop.  You could 
make your request to the individual verbally, or put it in writing; either way it 
should be kept on a confidential and informal basis.  
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If you feel unable to approach the other person directly then you can ask 
a work colleague or Trade Union/RTPA representative to make an approach 
on your behalf, also on an informal and confidential basis. In many situations, 
this action will be sufficient to stop the unwanted behaviour and resolve the 
situation, particularly if an apology, where appropriate, is given. 
 
Involving School Management 
If you want to resolve the situation informally but don’t feel able to adopt the 
above approach, you should contact the Executive Headteacher and ask 
his/her advice and help.  Alternatively, a work colleague or TU/RTPA 
representative may contact the Executive Headteacher on your behalf. 
 
(Where the Executive Headteacher’s behaviour is at issue, then you should 
contact the Chair of Governors.) 

 
The Executive Headteacher might decide to  

 Hold a discussion with the person about whose behaviour you’ve 
complained and seek to resolve the situation. 

 Arrange a meeting between yourself and the person where he/she 
feels this might achieve a resolution; you can both bring a work 
colleague or trade union representative to the meeting for support. 

 
The Executive Headteacher will confirm to you what he/she has done in 
writing, and keep a record on your file. 

 
Other appropriate informal management actions may also be considered, as 
necessary, in accordance with the Governing Body’s personnel procedures. 
 
Stage 2 Formal 
 
If your concerns are not resolved to your satisfaction at the informal stage or 
you think the matter is too serious to be dealt with informally then you should 
ask for it to be considered formally, under Stage 2. 
 
To do this you should complete an Allegation of Bullying and Harassment 
Form (Appendix A) explaining your concerns and the outcome you are 
looking for. If you have already involved school management at Stage 1 you 
should send in this form within 10 working days of getting the Stage 1 written 
decision. 
 
Send the completed form to the Headteacher who will arrange for an 
investigation to be carried out or will investigate the allegation for you. 
If your allegation involves the Executive Headteacher then send the form to 
the Chair of Governors.  
 
(If this is not possible, for any reason, you should ask your Trade Union/RTPA 
representative to register the complaint on your behalf.) 
 
To assist the investigation your written complaint should give details of: 
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 the specific behaviour which you found unacceptable, providing, where 
possible, dates, places and possible witnesses;  

 the distress this has caused you; 

 any other available evidence to support your complaint; 

 the outcome(s) you want to achieve. 
 
The absence of witnesses should not prevent you from making a complaint.  
But please note - you should never make a complaint that is frivolous, 
malicious or vexatious; that could lead to disciplinary action being taken 
against you. 
 
In responding, the Executive Headteacher will accept your concerns as a 
basis for action together with any other evidence immediately available. 
 
Investigation  
The Executive Headteacher (or Chair of Governors1) will normally arrange for 
an investigation of your complaint to be undertaken (or will themselves 
undertake the investigation) without undue delay and may obtain appropriate 
support from Schools’ Personnel. 
 
The investigation might be undertaken by an individual nominated by the 
Executive Headteacher (e.g. Executive Deputy Headteacher).  He/she will 
interview and take statements from: 

 You, as the complainant 
 Any witnesses. 
 Other people who may have information relevant to the 

investigation. 
 The person against whom your complaint is being made. 

 
The importance of confidentiality will be stressed to everyone to ensure that 
the process is fair and that the interests of yourself and the person 
complained about are protected. 

 
You can ask a work colleague or Trade Union/RTPA representative to come 
to the meeting with you and provide support. 
 
Once the individual has completed the investigation he/she will prepare a 
report for the Executive Headteacher or Chair of Governors This will contain 
conclusions about the extent to which the behaviour you have complained of 
constitutes bullying and harassment and it will make recommendations about 
the management action to be taken.  The report might recommend that:- 
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Where a complaint is made against the Executive Headteacher, then the 
Chair of Governors will undertake the role assigned to the Executive 
Headteacher as outlined above.  The Chair of Governors may delegate the 
investigation to another, nominated, Governor and/or to an LA representative. 
 
 

 Your complaint is unfounded and therefore there is no case to answer, 
or 

 The complaint should be dealt with through an apology and/or an 
instruction to the other person to stop the behaviour immediately, or 

 Arrangements should be made for mediation2 to take place between 
you and the other person and/or that changes be made to working 
arrangements in order to resolve the situation, or 

 You and/or the person complained of should receive counselling 
(through the Staff Counselling Service), or 

 The person complained of should receive management support and 
guidance about acceptable behaviour or, where the conduct is 
sufficiently serious, a Disciplinary hearing should be convened. 

 
Once the Executive Headteacher  (or Chair of Governors) has taken the 
appropriate action and reached a decision about your complaint he/she will 
arrange a meeting(s) to communicate this to you and to the person you 
complained about and confirm it in writing (normally within 20 working days of 
the first Stage 2 meeting). 
(Where the Executive Headteacher cannot identify an appropriate individual 
to undertake the investigation then he/she will undertake this and decide on 
the outcome.) 
 
The Executive Headteacher (or Chair of Governors) will monitor the situation 
to ensure that there is no repeat of the unacceptable behaviour; this might 
involve checking with you that the situation has remained satisfactory.  A 
failure, by any of those involved in the case, to comply with the management 
action decided upon may be dealt with in accordance with the Disciplinary 
Procedure. 
 
Stage 3 Appeal 
 
If you, or the person you complained about, are dissatisfied with the 
management action, then you have a right to appeal, in accordance with 
Stage 3 of the school’s grievance procedure. 
 
To do this you have to write to the Clerk to the Governing Body within ten 
working days of receiving the written ‘Stage 2’ decision. In your letter you 
should state why you are unhappy with the Stage 2 decision and what 
solution you are looking for. 
 

                                                 
2 Mediation is a completely voluntary and confidential form of alternative dispute resolution. It 

involves an independent, impartial person helping two or more individuals or groups reach a solution 

that's acceptable to everyone. 
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Should you submit an appeal and the person you complained about submits a 
counter complaint against you these will normally be considered together at 
the same appeal hearing.  Where the latter makes a complaint based on new 
information this will normally be investigated prior to the appeal hearing. 
 
Arrangements will be made for a hearing to take place before a panel of 
governors (please refer to the Grievance Procedure for full details concerning 
the hearing).   
 
Guidance Notes 
 
When to use the Bullying and Harassment Procedure 
This procedure should be used if you think you are the victim of any form of 
bullying or harassment at work by another employee or by a pupil or third 
party.  Bullying and harassment denies people the right to be treated with 
dignity and respect, and in the work situation it can cause stress, loss of 
confidence, illness, absence from work and even cause the victim to leave 
his/her job. 
 
You can complain about behaviour that you find offensive even if it is not 
directed at you and/or you do not have the characteristic that is the object of 
the harassment e.g. you may object to a person making homophobic remarks 
about another colleague.  You can also complain if you think the school has 
not protected you from third party harassment, for example by clients or 
customers. 
 
Below are some examples of bullying and harassment but the list is not 
exhaustive.  
Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse 
or misuse of power in ways intended to undermine, humiliate or denigrate the 
recipients, for example verbal abuse, persistent criticism or continually setting 
unreasonable objectives. 
Sexual Harassment is unwelcome physical, verbal or non-verbal behaviour 
of a sexual nature, either at work or in work-connected but non-work settings, 
for example physical contact, sexually explicit comments, the display of 
pictures that are pornographic or sexual in context, persistent sexist 
comments. 
Racial Harassment is behaviour which is threatening, abusive or insulting to 
individuals or groups because of their colour, race, nationality, religion or 
ethnic origin e.g. comments about physical appearance, jokes about different 
cultural backgrounds, exclusion from social events. 
Lesbians, gay men or other individuals may suffer behaviour which is 
threatening, abusive or insulting to them because of their sexual orientation 
e.g. the use of names that are offensive, ridicule, publication of material 
related to sexual orientation that is likely to cause offence.   Tran-sexual 
people may suffer similar abuse before, during or after gender re-assignment. 
Behaviour which is threatening, abusive or insulting to employees and relates 
to an employee’s disability, such as stereotyping because of the nature of the 
disability or creating an intimidating environment or which violates their dignity 
because of their age constitutes bullying and harassment. 
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Where threatening, abusive or insulting behaviour is carried out using the 
internet, mobile phone or other digital device this is described as cyber 
bullying and is as equally unacceptable as bullying carried out face to face. 
The bullying and harassment of teachers and support staff by a pupil or 
pupils is not common but can have a very serious impact on those targeted; 
schools treat any such behaviour as potentially serious misconduct.  
Instances of alleged bullying of employees by pupils will be dealt with through 
the school’s Behaviour Management Procedure. 
 
If your Executive Headteacher feels at any stage that your issue can be better 
dealt with outside this procedure then he/she may suggest this to you; for 
instance, he/she might advise you that another procedure is more 
appropriate. The school has the following procedures that could be relevant to 
your concerns or issues: 
 

 Grievance Procedure 

 Flexible Working Procedure 

 Retirement Procedure 

 Whistle-blowing Procedure 

 Job Share Procedure 

 Pay Policy 

 School Complaints Procedure (for non-employment related issues). 
 

You (and your union representative) can decide whether or not to accept the 
Executive Headteacher’s advice. 
 
If you raise a complaint under the Bullying and Harassment procedure and 
then leave the school your complaint will be dealt with up to Stage 2. 
  
If you raise a complaint after you have left the school the head teacher will 
seek advice from Schools’ Personnel as to whether an investigation into your 
concern is still appropriate. 
 
The Prevention of Violence at Work Procedure 
This procedure should be used if you are assaulted, verbally abused or 
threatened by a member of the public, service user or contractor during the 
course of their employment.  In these situations, you should 
immediately inform the Executive Headteacher . (To view this procedure 
please refer to your school’s Health and Safety Manual.) 
 
When not to use the Bullying and Harassment Procedure 
You cannot use this procedure to raise a concern about any policies or 
conditions of service that have been agreed either locally or nationally on the 
school’s behalf with the recognised Trade Unions/Professional Associations 
unless you are claiming that the policy has been unfairly or arbitrarily applied 
or interpreted by another employee for purposes of bullying or harassment.  
 
You should never make a complaint that is frivolous, malicious or vexatious; 
that could lead to disciplinary action being taken against you. 
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Standard Practices when using the Procedure 
It is recognised that investigations into bullying and harassment allegations 
are stressful for both the complainant and the person complained of, and the 
Executive Headteacher will therefore seek to provide appropriate support.  
This will include keeping both parties informed of the nature and progress of 
the investigation, advice on appropriate behaviour and making you aware of 
the Staff Counselling Service. 

 
The Executive Headteacher will seek to ensure that you are protected from 
intimidation, victimisation or discrimination for making a complaint, or for 
providing information in connection with a complaint or for otherwise assisting 
in an investigation.  Appropriate management action will be taken in any such 
situation. 
 
In some situations, the Executive Headteacher will wish to make changes to 
working arrangements whilst the investigation is continuing.  This, if 
necessary, could involve the separation of the parties on a “no blame basis”.  
In situations where the alleged behaviour is serious and constitutes potential 
gross misconduct, suspension of the person against whom the complaint is 
made might be appropriate, in accordance with the Disciplinary Procedure. 
 
The school will try to respond to your complaint within the timescales set out, 
but there may be occasions when this is not possible e.g. because a complex 
investigation and/or a series of interviews are required  Where this is the 
case, you will be told the reasons for the delay and new timescales will be 
agreed. 
The person hearing your complaint, at any stage, will keep a written note of 
the issues you have raised and the outcome on file.  You will be given copies 
of documents that form part of the manager’s decision-making process, such 
as notes of meetings held either with yourself or with witnesses.  A copy of 
the documentation will also be kept on your personal file.  All records relating 
to a complaint are covered by the Data 
Protection Act 1998.  This means that they must be kept confidential, be 
accurate, relevant and not kept for longer than required and that employees 
have a legal right to see what has been written about them.  
 
The manager/employee who is the subject of your complaint will be given a 
copy of the complaint as it relates to them.  (This might be amended, with 
your agreement, from your original statement to make sure that it accurately 
covers your concerns and ensures they can respond to them.)   
 
If you raise a complaint when you are the subject of a disciplinary process 
then the disciplinary procedure may be temporarily suspended in order to 
deal with the complaint.  If, however, the complaint and disciplinary cases are 
related it might be appropriate to deal with both issues together. Schools’ 
Personnel will advise which option is suitable. 
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Right to be accompanied 
You have the right to be accompanied at all stages of the Bullying and 
Harassment procedure, by a work colleague or trade union representative 
employed by the local authority or by a full time Trade Union Official; this 
person will be referred as your ‘companion’. 
 
If your chosen companion is unable to attend an arranged meeting, an 
alternative date will be given, usually within 5 days of the first date. If your 
companion can still not attend then they can send in a written statement or 
you can ask another ‘companion’ to support you or can attend the meeting on 
your own. In any case, it is advisable to consult with your trade union at an 
early stage in the procedure. 
 
If your companion is a work colleague or a trade union representative he/ she 
will be given reasonable paid time off work so that they can discuss your case 
with you and prepare for and attend the meetings. 
 
Legal Offences 
 
It should be noted that some acts of bullying and harassment may also constitute 
offences in law and could lead to police involvement and/or criminal prosecution. 
 
 
 
Approved at Governing Body meeting held on 27 September 2011 
 
 
Signed ……………………………………….. 
Ann Reed Chair of Governors 
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(Appendix A) 
 
Please consult your Trade Union / Professional Organisation Representative before 
completing this form  

 
Allegation of Bullying and Harassment Form   

 
Your Name:       School:  
  
Job Title: 
 
 
Allegation of Bullying and/or Harassment: Please give a full explanation of 
your complaint about the behaviour which you consider to be demeaning, 
offensive and unacceptable, stating what happened and when and where it 
happened. Where possible please give the names of all individuals involved 
and the names of any witnesses to the behaviour or incident. 
 
Please note that only this section will be copied to the person/persons 
complained of and it will be redacted where more than one person is 
complained about. 
 
What impact has this behaviour had on you in regards to your work and 
your general well being? 
 
 
 
 
 
 
 
 
 
 
 
Have you discussed the behaviour informally with the individual(s) 
involved or with a manager within the school? (If yes, please give details.) 
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What actions do you want taken to deal effectively with your complaint? 
You may wish to consult your trade union representative about what might be 
an appropriate remedy but you should bear in mind that the manager dealing 
with your allegations needs to achieve a solution that is as fair as possible to 
all parties, as well as considering the effect on the school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Declaration: I confirm that the details above are true and accurate and 
that I have read and understood the Bullying and Harassment Procedure 
and Guidance. I also understand that a copy of this form will be given to 
all the individuals accused of involvement in the complaint. (A shortened 
version may be given where an individual is named in only part of the form.) 
 
 
 
 
 
 
 
 
 
 
Signature: 
 
 
 
Date: 


