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Mission Statement

The aim of St. Cyprian’s Greek Orthodox Academy is to provide its children with a primary
education of the highest quality in a supportive learning environment, through the National
Curriculum in the core subjects, enriched by the progressive learning of the Greek Language,
culture and Christian Orthodox religion. The children of St Cyprian’s Greek Orthodox School will be
equipped with the knowledge, skills and spirituality to enable them to achieve their full potential
and to prepare them to contribute positively to the challenges of a diverse multi-cultural society.
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Introduction
All school staff have a right to be always treated with dignity and respect. In our school we
are committed to promoting a working environment free from all forms of harassment and

bullying.

We will not tolerate harassment or bullying at work in any form and will strive to ensure
that all employees are protected against such behaviour. Proven allegations of
harassment/bullying may be treated as a disciplinary offence.

The school will also not tolerate victimisation of an employee for making allegations of
bullying or harassment in good faith or supporting someone to make such a complaint. All
cases will be taken seriously. Victimisation is a disciplinary offence.

All allegations will be treated seriously and sensitively. They will be investigated
thoroughly, having taken into consideration appropriate informal measures to resolve, and
a speedy resolution sought.

The school strives to create a positive and participatory working environment and culture,
providing the conditions for individuals and teams to thrive and achieve the highest
standard of performance and service in their roles, to ensure that they are the foundations
for an excellent workforce. The school’s values can be found in the school’s Code of
Conduct and on the school’s website.

The school is aware of the additional requirements regarding sexual harassment
protections following a change to the law made by the Worker Protection (Amendment of
Equality Act 2010) Act 2023, which took effect from 26 October 2024. This Act introduced
a new legal duty on employers to take reasonable steps to prevent sexual harassment of
their workers (the ‘preventative duty’). We have created a Sexual Harassment in the
Workplace Guidance which set out how to prevent Sexual Harassment.

Scope
This policy and procedure apply to all school staff.

The procedure will apply in full to all staff.

This policy also applies to agency workers, contractors etc.

Guiding Principles
The Dignity at Work Policy and Procedure sets out clear processes to be followed to
support an employee in achieving the standards required of them to carry out their duties.

All staff have a responsibility to report behaviours which may constitute harassment and
bullying, to ensure that appropriate support and action can be put in place.

Concerns raised under the Dignity at Work policy will also be cross referenced against the
school’s Code of Conduct and the values and behaviours expected to determine whether
there is a conduct issue.
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Responsibilities

Employee

To raise concerns at the earliest opportunity to those directly involved where possible in
line with the informal process.

To raise concerns to their line manager where third party harassment has taken place.

To explore mediation (where possible) as an option to informally resolve concerns.

To uphold the school’s values and ethos

Where raising concerns formally, to submit documentation as outlined in the policy to
allow the concerns to be fully investigated.

Managers

Will respond to the concerns raised and take appropriate action in relation to the policy in
a timely manner.

Will liaise with their HR Provider where an alternative investigator is required.

Will undertake training as directed by the school to ensure that they are aware of the roles
and responsibilities of a line manager and of the Worker Protection (Amendment of
Equality Act 2010} Act 2023.

Will familiarise themselves with this policy and the procedure to follow when concerns are
raised.

Will take steps to consider and mitigate the risk of sexual, homophobic, and racist
harassment.

Human Resources Provider
Will provide advice and guidance to managers as required.

Data Protection

The school processes personal data collected during the Dignity at Work process in
accordance with the workforce data protection policy. All data will be held securely and
only accessed by those individuals connected to the dignity at work procedure.

Confidentiality

Dignity at Work meetings are confidential. Information made available during proceedings
must not be shared with anyone except those directly involved. This does not preclude a
confidential consultation with a friend, colleague or trade union representative for support
or external professional advice.

Link with Other Procedures

The submission of a dignity at work complaint by an employee subject to other procedures,
these proceedings will not prevent the application of that procedure e.g. Grievance,
Disciplinary etc. Complaints relating to the application of such procedures should be raised
as part of that process and not pursued through this policy and procedure.

Please read in conjunction with the school’s Code of Conduct and the school’s Anti Bullying
and Anti-Harassment policies.
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8. Representation

8.1 Employees have the right to be accompanied by a trade union official or a work colleague
at all formal meetings of this procedure. Employees are responsible for arranging their own
representation. Employees should be aware that legal representatives will not be allowed
to attend formal meetings.

9. Dignity at Work

9.1 Dignity at Work is about creating an environment free of harassment and bullying.
Harassment/bullying is defined as inappropriate action, behaviour, comments or physical
contact that causes offence or is objectionable. This includes inappropriate behaviour,
which makes the recipient feel threatened, humiliated or patronised, and/or creates an
intimidating working environment. It can be direct or indirect, verbal or physical.

9.2 Harassment is unacceptable behaviour, which focuses on a protected characteristic e.g., a
person’s race, religion or belief, sex, ethnic origin or nationality, sexual orientation,
disability, age, marital status, health status, membership of a union or personal dislike.
This is not an exhaustive list.

9.3 Harassment is conduct, which: -

e is unreasonable and offensive and causes the recipient to feel threatened humiliated,
intimidated or distressed. Such conduct may be persistent or a one-off incident of a
serious nature.

e is unreasonable and offensive and leads to undermined confidence, interfere with job
performance, and undermine job security and/or personal safety.

e can create a threatening or intimidating environment.

9.4 Bullying is an abuse of power against an individual or groups of individuals, which
undermines confidence and effectiveness. Power tends to be conferred by organisational
structure, personal qualities, or by group dynamics. It follows that bullying may involve the
misuse of power in any of these circumstances. Bullying at work is repeated abuse or
harassment that destroys self-confidence and creates harmful stress.

Forms of harassment
9.5 Harassment and bullying can take many forms. They may include the following, but this list
is not exhaustive: -

e Physical contact ranging from touching to serious assault (e.g. sexual harassment).

e Verbal and written harassment through offensive language, gossip, slander, letters
sexual innuendo, racist language etc. (written harassment can occur through the
inappropriate use of email, computer system, mobile phones and social media)

e Inappropriately blocking promotion/access to training

e Creation of an inappropriate working environment

e Making assumptions based on stereotyping.

e Exclusion/Victimisation

e Victimisation directed at an individual for their willingness to challenge harassment.

e Threats of violence

This list is not exhaustive and further definitions can be found in the school’s Code of Conduct
document.
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9.6  Third-party harassment

9.6.1 The school has a duty to ensure that it creates a workplace which is free of harassment.
This objective extends beyond acts of harassment by those working for the school to
harassment by third parties such as parents, pupils, governors, visitors, suppliers.

9.6.2 You are encouraged to report any third-party harassment you are a victim of, or witness, in
accordance with this Policy.

9.6.3 The school will take active steps to prevent third-party harassment of staff. Action may
include, for example, warning notices to pupils, parents, governors, visitors or recorded
messages at the beginning of telephone calls.

9.6.4 The school will assess the risk of third-party harassment in the workplace and undertake to
keep our risk assessment under regular review. We encourage you to come forward with
any areas in which you believe our third-party harassment protection could be improved.
Please let your line manager know.

9.6.5 If any third-party harassment of staff occurs, the school will take steps to remedy any
complaints and to prevent it happening again. Action may include warning the harasser
about their behaviour, banning them from our premises, reporting any criminal acts to the
police, and sharing information with other teams within the school and any relevant
external agencies.

9.7 Forms of bullying

9.71 Forms of bullying may include the following behaviours portrayed either by groups or
individuals, as single or repeated patterns. The list is not exhaustive:

e Shouting at staff to get things done

¢ Undermining (belittling) a person in front of colleagues

e Unreasonable and inaccurate accusations about quality of work

e Setting unachievable deadlines or unequal workloads

e Persistent criticism of one person particularly in public.

e Deliberately ignoring or excluding an individual. ie., not allowing them to
participate/contribute to meetings.

Use of profane language or making someone the butt of jokes

Spreading malicious rumours about someone

Excluding someone from team social events

Cyber bullying

9.8 Forms of micro aggressions

9.8.1 Microaggressions - sometimes called micro-incivilities - are statements, actions, or
incidents that are regarded as indirect, subtle, or unintentional discrimination against
members of a marginalised group such as a racial or ethnic minority. They are sometimes
referred to as "death by a thousand cuts". Microaggressions generally take one of three
forms:

* Micro-assaults: Conscious and obvious insults made verbally or non-verbally to a

marginalised individual or group, for example directing limp-wristed hand gestures towards
a gay colleague and saying, "It's just a joke".
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Micro-insults: Unintentionally insensitive remarks or assumptions based on stereotypes,
for example saying to a person with a disability "You don't look disabled to me".

Micro-invalidations: Where a person denies, or seeks to cancel, the feelings and lived
experiences of a marginalised individual or group, for example a person saying, "I don't
think the UK has a problem with racism - some people are just too sensitive".

Serious microaggressions can amount to unlawful harassment, bullying or discrimination
but even less serious microaggressions can negatively impact the health and wellbeing of
the person experiencing them.

Raising a Concern

Whilst the school’s vision is to ensure we have a workplace free of bullying and
harassment, we need to ensure that where individuals have concerns that they are aware
of the options to raise their concerns informally or formally.

The school has a range of options for an employee to consider for support, the Employee
Assistance Programme is a free confidential service that is available. Your Trade Union
representative can also provide advice and guidance.

Where the concern is in relation to third party harassment, please raise this directly with
your line manager or Head Teacher who will provide assistance.

We encourage employees to try to resolve matters informally where possible, by talking to
the individual who they feel is causing an issue, to make them aware that their behaviour is
unwelcome or upsetting. This applies equally to someone who has witnessed bullying or
harassment taking place but isn’t the subject of it. All staff have a responsibility to ensure
that the school’s values and ethos are upheld. Where a concern cannot be resolved
informally, the formal process will commence.

Mediation can be an option that can be explored at any time during the process to help to
resolve concerns that have been raised. This service can be provided by an external
mediator at an additional cost to the school. (Training can be sourced from ACAS, London
School of Mediation, UK Mediation and the Civil Mediation Council)

Dignity at Work Procedure
Step 1 - Informal dignity at work

Dignity at Work complaints can often be resolved informally and doing so will generally be
more beneficial for all concerned. Unless it is unreasonable or inappropriate to do so,
employees should seek an informal resolution by raising the matter directly with those
concerned. If the employee, or employees (in the event of a group dignity at work
complaint) feels unable to do this, they should raise the matter with their line manager,
Head Teacher (or Chair of Governors if it’s the Head Teacher) or seek advice from their
trade union. Where a complaint of third-party harassment has occurred, please raise this in
the first instance with your line manager. If the harassment relates to a governor, please
contact your governance provider.

In resolving complaints, both managers and employees are expected to explore the
alternatives to a formal procedural approach. Informal measures may include resetting
standards of behaviour, training, additional supervision, mediation and facilitated

discussions.
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Except for in the circumstances outlined in 10.4 below, if it is not possible to resolve a
complaint informally and the employee wishes to progress with a formal complaint, they
will be expected to outline how they have tried to resolve their complaint informally.

It is unlikely that serious incidents, such as verbal or physical abuse or sexual harassment,
are appropriate for informal resolution. These should be reported in writing to the
employee’s line manager or headteacher (or Chair of Governors if it’s the Head Teacher)
and addressed formally via the disciplinary procedure.

Step 2 — Formal dignity at work process

Right to be accompanied

Employees may be accompanied by a trade union official or work colleague at all formal
meetings. Legal representation is not allowed. Employees are responsible for arranging
their own representation. Trade Union representatives or workplace colleagues may
address formal meetings and assist employees in presenting their case. Management will
seek a mutually agreeable date and time for the hearing with the complainant’s companion
where he or she is already known.

Raising a formal Dignity at Work complaint

An employee wishing to have a complaint considered formally under this procedure must
submit their complaint in writing in the form at Appendix A to their Head Teacher. If the
Head Teacher is the specific subject of the complaint, it should instead be submitted to the
Chair of Governors. If a governor is the subject of the complaint, submit it to the Head
Teacher who will consult with their governance provider.

As much information as possible must be provided on the formal dignity at work form and:

° Explain the event(s) giving rise to the complaint including where possible, the date
and times of events and the names of other parties/witnesses involved.

° Outline any informal measures taken to resolve the matter and explain why these
have been unsatisfactory.

o Explain, as fully as possible, the outcome wanted by the employee.

° State the name of the complainant’s trade union representative or workplace
colleague if they wish to be accompanied at the dignity at work meeting.

° Be signed and dated.

Subject to seeking informal resolution, dignity at work complaints should be raised as
soon as possible after the occurrence to which the concern relates. Unless there is good
reason for a delay, complaints should be submitted within 20 working days of:

° The failure to reach a satisfactory outcome informally, or
° The event or behaviour giving rise to the complaint, or
° The last event in a series of linked events giving rise to the complaint.

Investigation

The Head Teacher or Chair of Governors receiving the dignity at work complaint will
appoint an independent person to investigate the complaint. This individual must have no
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prior involvement in the case, must remain completely impartial to the issues under
investigation. They must have sufficient experience to undertake the role with a thorough
understanding of the issues with due regard to confidentiality.

The person investigating the complaint will arrange a meeting where the employee is
expected to provide full details of the basis of their complaint and say how they think it
should be settled. If the employee is unable to provide sufficient details the complaint
cannot be progressed.

If appropriate, external mediation may be considered and further discussed as a means of
facilitating the resolution of the complaint at this stage.

The school should aim to meet the employee, or at least provide a date for a meeting,
within 10 working days of receiving the complaint.

Historical issues are often difficult to investigate and reach robust decisions on. Where a
complaint relates to a series of events, the investigating manager will decide whether it is
practicable or necessary to investigate past events.

With the variety of issues and circumstances that can give rise to dignity at work
complaint there are many different methods of resolving them. It is for the investigating
manager to decide the approach after meeting the complainant and considering all
relevant circumstances. External mediation, if appropriate, may be part of this approach.

Depending on the nature of the complaint and all relevant circumstances, the person
holding the meeting may decide to:

° Explore further the options for informal resolution in agreement with all necessary
parties. This may include mediation if appropriate and agreed by the parties
involved.

° Respond to the complaint after conducting any further investigation deemed
necessary.

o Refer the matter for consideration under another school procedure, including the

disciplinary procedure e.g., where there is substance to a serious allegation of
bullying and harassment.

The person will confirm the outcome to the employee in writing as soon as possible and in
any event should aim to do this within 10 working days of the meeting. If the outcome
cannot reasonably be provided within 10 working days, the person will explain this in
writing and provide the employee with a new timescale.

It is advisable for the person investigating the dignity at work complaint to seek HR advice
and support from their schools HR provider.

Step 3 — Appeal

If the employee who raised the formal complaint is not satisfied with the outcome and
wishes to appeal the decision, they must write to the Chair of Governors using the form at
Appendix B, within 10 working days of receiving the decision. If the Chair of Governors is
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the specific subject of the complaint, the appeal should instead be submitted to the Head
teacher.
The appeal must state:

® The grounds for their appeal, i.e., why the outcome at the earlier step 2 was
incorrect and
e Their suggested remedies for resolving their complaint.

Where the matter has been referred for informal resolution, which may also include
mediation, the 10 working days period for lodging an appeal commences on completion of
the breakdown of that process.

Appeals will be heard by a panel consisting of three independent governors, this panel can
be supported by a member of your schools HR service.

The appeal panel will meet with the employee as soon as possible after undertaking a
preliminary review of the employee’s dignity at work complaint appeal statement and any
other documentation provided. Independent governors should aim to hold an appeal
meeting or at least provide the employee with a date for a meeting, within 10 working
days of receiving the employee’s appeal.

The appeal panel will:
o Clarify with the complainant why they remain dissatisfied and the outcome they are
seeking.
o Consider the outcomes from the original complaint outcome, including any
investigation and the grounds for that decision.
o See all parties separately or together, as considered appropriate.
o Request further information or conduct further investigation as they consider
necessary.
o Make a final decision based on all reasonably available information.

The Chair of the appeal panel will confirm the outcome to the employee in writing as soon
as possible and in any event should aim to do this within 10 working days of the meeting.
If the outcome cannot reasonably be provided within 10 working days, the Chair will
explain this in writing and provide the employee with a new timescale.

The decision of the appeal panel is final.

After the Dignity at Work outcome

Following a dignity at work complaint whether it is upheld or dismissed, the complainant
should be assisted to resume duties and establish a continuing working relationship.
Schools should seek advice from their HR provider where further advice and support may
be required to facilitate this.

Schools, in conjunction with their HR provider, must consider, as appropriate to the
particular circumstances of the concerns raised and in maintaining confidentiality, how
those subject to a complaint (i.e. employees who have had a dignity at work complaint
submitted against them) are informed of the conclusion of the dignity at work complaint
procedure.

Dignity at Work Policy July 2026 9
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Consequences of breaching this policy

If, following a formal investigation, we find that you have committed, authorised or
condoned an act of bullying or harassment, we will deal with the issue as a possible case
of misconduct or gross misconduct. Please refer to the school’s Disciplinary Procedure for
further information

We may take disciplinary action against staff members, up to and including dismissal
(termination of contract and/or relationship for a third party).

We will take into account any aggravating factors, such as abuse of power over a more

junior colleague, when deciding the appropriate disciplinary action to take.

Anyone who raises a complaint or takes part in a bullying or harassment investigation in
good faith, must not suffer any form of detrimental treatment or victimisation. If we find
that you have victimised anyone in this way, we will instigate disciplinary action against
you up to and including dismissal (or other appropriate action for non-employees).

If any victimisation of staff occurs, we will take steps to remedy any complaints and to
prevent it happening again. These may include updating relevant policies, providing
further staff training, as well as taking disciplinary action against the perpetrator.

Equality and Diversity Training
All staff must attend school equality, diversity and inclusion training as part of their
training.

We expect all school staff to proactively support the school’s equality, diversity and
inclusion initiatives by attending this training to educate themselves on the challenges
faced by others and how to help alleviate these in the workplace.

Monitoring

The school monitors allegations of bullying or harassment to identify frequency and types
of complaints, areas to be addressed and additional training where required. We analyse
data around allegations of bullying or harassment (in compliance with our data protection
obligations) on an ongoing basis to assess the impact of this policy and our wider equality,
diversity, and inclusion strategy. It is good practice for reports of this monitoring to be
sent regularly to full governing board meetings.

Declaration

| have received a copy of the School’s Dignity at Work Policy and have read and understood it, | am
aware that | am required to keep myself up to date with this policy and conduct myself accordingly
at work.

SIZNATUNE......ceciiiscisismsissiisassaesssssnssasessesssassnsssasssssassssnsssssssssaenassasesesassassses
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Appendix A: Harassment and Bullying Form

FORMAL SUBMISSION

This form is used to raise a dignity at work complaint formally in accordance with School’s Dignity
at Work Policy and Procedure. Please complete indicating all details requested below and submit
to the appropriate person as per the aforementioned policy and procedure.

Name

School

Contact number / email address

Who the form is submitted to
Name

Job title
Date submitted
Name of Trade Union

Representative (if applicable)

Please indicate if this complaint
relates to sexual, homophobic or
racial harassment?

Yes/No* (please delete as appropriate)

What steps have you taken to
resolve the issue(s) informally?

Why are you not satisfied with the
informal outcome?

Has mediation been
considered/undertaken? What was
the outcome?

Grounds for formal DAW complaint
— please state specific grounds,
including where possible date and
times of events and the names of
other parties/witnesses involved

What outcome are you seeking?

Any further relevant information?

Signed:

Date:

Dignity at Work Policy

July 2026
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Appendix B: Harassment and Bullying Appeal Form

FORMAL APPEAL FORM

This form is used to appeal against a formal dignity at work complaint outcome in accordance with
School’s Dignity at Work Policy and Procedure. Please complete indicating all details requested

below and submit to the appropriate person as per the aforementioned policy and procedure.

Name

School

Contact number / email address

Who the form is submitted to
Name

Job title
Date submitted:
Name of Trade Union

Representative (if applicable)

Please indicate if this appeal relates
to sexual homophobic or racial
harassment?

Yes/No* (please delete as appropriate)

What are the grounds for your
appeal?

What remedies do you suggest for
resolving your complaint?

Has mediation been
considered/undertaken? What was
the outcome?

Any further relevant information?

Signed:

Date:

Dignity at Work Policy

July 2026
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Appendix C: Flowchart for Dignity at Work Procedure
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Appendix D:

12a GUIDANCE ON PREVENTING SEXUAL HARASSMENT FOR SCHOOLS
1. Introduction
2. Scope
3. Data Protection
4. Sensitivity and Confidentiality
5. Link with Other Procedures
6. Our commitment to our workforce
7. Assessing and taking steps to reduce sexual harassment risks in the workplace
8. What we expect from our workforce and volunteers
9. Who is protected from harassment
10. Meaning of harassment
Examples of harassment
11. Meaning of sexual harassment
Examples of sexual harassment
12. Victimisation
13. Third-party harassment and sexual harassment
14. What staff can do if they feel they are being sexually harassed
14.1  Informal route
14.2 Formal route
14.3 Appeals
15. Support for those affected or involved
16. Consequences of breaching this Guidance and Dignity at Work Policy
17. Monitoring and review

Appendix A: Harassment and Bullying Form (as found in the Dignity at Work Policy)
Appendix B: Sexual Harassment Risk Assessment Form (See separate attachment)
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1. Introduction

11 St Cyprian’s Greek Orthodox Primary Academy believes that having a culture that is diverse,
equitable and inclusive is core to everything that we strive to achieve and to the organisational
environment we wish to protect.

1.2 One key to protecting our culture and our people is seeking to eradicate bullying and harassment at
work. The school has a ‘Dignity at Work’ Policy that clarifies our approach to dealing with bullying and
harassment cases and specifies our commitment for all staff to be protected against such behaviour.

13 We are committed to providing a working environment free from sexual harassment and ensuring
that all staff are treated and treat others with dignity and respect. We recognise that sexual harassment
can occur both in and outside of the workplace, such as during working hours, or work-related events and
social functions and on social media.

1.4 Sexual harassment or victimisation of any member of staff, or anyone staff come into contact with
during the course of their work, is unlawful and will not be tolerated. The law requires the school to take
reasonable steps to prevent sexual harassment of its staff during the course of their employment with the
school.

1.5 The school will take active steps to help prevent the sexual harassment and victimisation of all staff.
Anyone who is a victim of, or witness to sexual harassment is encouraged to report it in accordance with
this policy. This will enable us to take appropriate action and provide support.

1.6 Sexual harassment can result in legal liability for the school and the perpetrator. Sexual
harassment and victimisation are unlawful and will not be tolerated and may result in disciplinary action for
staff, up to and including dismissal under the school’s disciplinary procedure. Termination of contract
and/or relationship for a third party.

1.7 The school is are aware of the requirements regarding sexual harassment protections following a
change to the law made by the Worker Protection {Amendment of Equality Act 2010) Act 2023, which took
effect in October 2024. This Act introduced a new legal duty on employers to take reasonable steps to
prevent sexual harassment of their workers (the ‘preventative duty’).

1.8 ACAS updated ‘Guidance for employers on Sexual Harassment came into effect from October
2024. The ACAS guidance notes that employers must take action to assess risks and put measures in place
as part of their ‘preventative duty’ in taking reasonable steps to prevent sexual harassment. The guidance
also emphasises that employers cannot wait until sexual harassment happens before taking preventative
steps.

1.9 As a result, in line with the Equality and Human Rights Commission (EHRC) updated guidance on
steps that employers can take to protect employees (including the EHRC Sexual Harassment and
Harassment at Work Technical Guidance). This guidance is to help prevent sexual harassment for the
workforce and complements our Dignity at Work Policy. This outline actions the school will ensure are in
place to protect employees against sexual harassment.

2. Scope

2.1 This guidance applies to anyone working for the school. This includes employees, workers,
consultants, contractors, volunteers (including governors), interns and apprentices. The guidance also
relates to job applicants and former employees and is relevant to all stages of the employment
relationship. The guidance also applies to harassment by third parties. This includes visitors to the school,
parents and pupils.
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3. Data Protection

3.1 The school processes personal data collected in relation to sexual harassment complaints in
accordance with the school’s data protection policy. All data will be held securely and only accessed by
those individuals connected to investigating the sexual harassment complaints.

4, Sensitivity and Confidentiality

4.1 Anyone involved with an informal or formal complaint about sexual harassment, including
witnesses, must keep the matter strictly confidential and act with appropriate sensitivity to all parties.

If staff are found to have breached confidentiality or acted without due care or sensitivity in a case of
sexual harassment, the school may take disciplinary action against individuals up to and including dismissal
or termination of contract and/or relationship for a third party.

5. Link with Other Procedures
5.1 Please read in conjunction with the school’s Code of Conduct, Dignity at Work, social media

and any Anti-Bullying and Anti-Harassment policies the school might have.

6. Our commitment to our workforce
The school is committed to taking proactive measures to prevent all forms of bullying, victimisation and
harassment, including sexual harassment, of our workers by:

¢ Aiming to ensure all new starters (including governors) to the school read and understand, the
school Code of Conduct, the Dignity at Work and/or any anti-bullying and anti-harassment policies
the school might have as part of the induction process. It is recommended that school/academies

obtain a signed copy of the relevant policy

e requiring all workers (including governors) as a minimum to refresh their knowledge the Code of
Conduct, the Dignity at Work and/or any anti-bullying and anti-harassment policies the school
might have on at least an annual basis

e providing additional training for school leadership team to ensure that they understand their role in
preventing and stopping bullying and harassment from occurring in the workplace

e monitoring the school’s workplace culture through anonymous surveys, exit interviews, one-to-one
conversations and return-to-work meetings to identify and address any issues

e undertaking regular risk assessments to determine reasonable measures that can be implemented
to minimise the risk of exposure to sexual harassment in the workplace

e ensuring that our zero-tolerance approach to all forms of discrimination, victimisation, bullying and
harassment, is communicated to all workers, volunteers (including governors) and third parties that
employees may have contact with. This includes visitors to the school, parents and pupils.

The school believes that a culture of equality, diversity and inclusion not only benefits our school but
supports wellbeing.

The school is committed to providing a safe and respectful workplace and promoting a working

environment based on dignity and trust, and one that is free from discrimination, harassment, bullying or
victimisation. We therefore adopt a zero-tolerance approach to instances of bullying or harassment.
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7. Assessing and taking steps to reduce sexual harassment risks in the workplace

7.1 The school leadership team is required to undertake a risk assessment for staff to help comply with
the new preventative duty in place from October 2024. When doing a risk assessment, the school
leadership team should consider factors that might increase the likelihood of sexual harassment and the
steps that can be taken to minimise these.

For example:

e  Where are the power imbalances?

e Is there a lack of diversity in the school, especially at a senior level?

* Isthere job insecurity for a particular group or role, for example casual contracts, agency
workers, contractors?

e Are staff working alone or alone with a third party?

e Are staff working out of hours?

e Do your staff have public-facing duties (such as parent/carer contact)?

* Do staff travel to different work locations (Applicable for multi academy trusts)?

e Are staff working from home and in what circumstances?

e Are staff expected to attend external events, conferences or training?

e Do staff socialise outside of work and is alcohol consumed?

e What is the workforce demographic, for example male/female?

e What is the use and level of social media contact between workers and adherence to the
school’s social media policy?

e What is the on-site workplace culture?

8. What we expect from our workforce and volunteers
8.1 We expect every one of our staff, to take personal responsibility for observing, upholding,
promoting anti-bullying and anti-harassment principles. Whatever their job is, this is part of their role.

8.2 Any dealings individuals have with third parties, including parents/carers, suppliers, contractors,
agency staff and consultants, must be free from discrimination, harassment, victimisation or bullying.

8.3 The school’s Code of Conduct sets out the standards of conduct and behaviour expected of
school/academy staff including not tolerating unfair, offensive or unlawful discriminatory behaviour and
supporting colleagues who are being harassed, bullied, victimised, or being discriminated against in
accordance with guidance contained in this policy.

84 If any of our workforce is found to have committed, authorised or condoned an act of sexual
harassment, we will take action against them (for those to whom it applies) under the School’s Disciplinary
procedure, up to and including dismissal.

8.5 Staff should also be aware that they can be personally liable for harassment.

8.6 If you experience sexual harassment, we encourage you to speak up without delay and to ask for
appropriate support (see Section 11 What staff can do if they feel they are being sexually harassed).

9. Who is protected from harassment
9.1 The Equality Act 2010 prohibits discrimination because of certain protected characteristics. These
are:

¢ disability

e sex

e gender reassignment

e marital or civil partnership status

e race

¢ religion or belief

s sexual orientation
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e age
e pregnancy and maternity

9.2 Although pregnancy and maternity and marriage and civil partnership are not specifically protected
under the legal provisions covering harassment, the school considers harassment on any grounds to be
unacceptable. Further, harassing someone because of pregnancy or maternity would be harassment
related to sex.

10. Meaning of harassment
10.1  Harassment is unwanted conduct related to a protected characteristic that has the purpose or
effect of:

e violating someone’s dignity; or

e creating an intimidating, hostile, degrading, humiliating or offensive environment for

someone.

10.2  Harassment can occur where someone perceives another person to have a protected
characteristic, for example a perception that someone is transgender even if they are not.

10.3  Harassment can also arise by association, where someone is harassed because they are associated
with someone with a protected characteristic, for example having a family member of a particular religion.

10.4 Examples of harassment
Harassment can occur in many forms, and can take place either at work, outside work, in person, or online.
While this is not an exhaustive list, examples include:
e "banter", jokes, taunts or insults that are sexist, racist, ageist, transphobic, homophobic or
derogatory towards any other protected characteristic
e unwanted physical behaviour, for example, pushing or grabbing
e excluding someone from a conversation or a social event or marginalising them from the group
e unwelcome comments about someone's appearance or the way they dress that is related to a
protected characteristic
e "outing" (i.e. revealing their sexual orientation against their wishes), or threatening to "out",
someone
e consistently using the wrong names and pronouns following gender reassignment
« displaying images that are sexually offensive; and
o excluding or making derogatory comments about someone because of a perceived protected
characteristic, or because they are associated with someone with a protected characteristic.

11. Meaning of sexual harassment
11.1 Harassment may be sexual in nature. The law defines sexual harassment as:

e any unwanted physical, verbal or non-verbal conduct of a sexual nature that has the
purpose or effect of violating someone's dignity, or creating an intimidating, hostile,
degrading, humiliating or offensive environment; and

e less favourable treatment of a worker because they submit to, or reject sexual harassment
or harassment related to sex or gender reassignment.

[ ]

11.2  Examples of sexual harassment
Sexual harassment can occur in many forms, and can take place either at work, outside work, in person, or
online. A single incident can amount to sexual harassment. While this is not an exhaustive list, examples
include:
e physical conduct of a sexual nature, unwelcome physical contact (such as touching, hugging,
massaging or kissing) or intimidation
e persistent suggestions to meet up socially after a person has made clear that they do not
welcome such suggestions
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» showing or sending offensive or pornographic material by any means (e.g. by text, video clip,
on mobile phones, by email or by posting on the internet or social media) or sending sexually
explicit emails, text messages or posts or contact on social media

* unwelcome sexual advances, propositions, suggestive remarks, or gender-related insults

e making promises in return for sexual favours

e sexual comments or jokes

e offensive comments about appearance or dress, innuendo or lewd comments

» leering, staring, suggestive looks, whistling or making sexually suggestive gestures.

* intrusive questions about a person’s private or sex life or a person discussing their own sex life

° gossip and speculation about someone's sex life, sexual orientation or transgender status,
including spreading malicious rumours.

A person may be sexually harassed even if they were not the intended target. For example, a person may
be sexually harassed by pornographic images displayed on a colleague’s computer.

12. Victimisation

12.1  Victimisation includes subjecting a person to a detriment because they have done, or are suspected
of doing or intending to do, any of the following protected acts:

(a) Bringing proceedings under the Equality Act 2010.

(b) Giving evidence or information in connection with proceedings under the Equality Act 2010.

(c) Doing any other thing for the purposes of or in connection with the Equality Act 2010.

(d) Alleging that a person has contravened the Equality Act 2010.

Victimisation may include, for example:

(a) Denying someone an opportunity because it is suspected that they intend to make a complaint about
sexual harassment.

(b) Excluding someone because they have raised a grievance or complaint about sexual harassment.

(c) Failing to promote someone because they accompanied another staff member to a grievance meeting
(d) Dismissing someone because they gave evidence on behalf of another staff member at an employment
tribunal hearing.

13. Third-party harassment and sexual harassment

13.1  Third- party harassment occurs where a person is harassed or sexually harassed by someone who
does not work for, and who is not an agent (such as a volunteer, a governor or parent associations) of the
school, but with whom they have come into contact while carrying out their work. Third-

party harassment could include, for example, unwelcome sexual advances from a parent/carer, pupils,
supplier or any other person visiting the school’s premises, or where a person is visiting a supplier's
premises or other location such as a pupil’s place of residence in the course of their employment.

13.2  Third-party sexual harassment can result in legal liability and will not be tolerated. The law requires
employers to take reasonable steps to prevent sexual harassment by third parties. Although a member of
staff cannot bring a claim for third-party harassment alone, it can still result in legal liability for an employer
when raised in other types of claims. All staff are encouraged to report any third-party harassment they are
a victim of, or witness to, in accordance with this policy.

13.3  Any sexual harassment by a member of staff against a third party may lead to disciplinary action up
to and including dismissal or termination of contract.

13.4  We will take active steps to try to prevent third-party sexual harassment of staff using our risk
assessment and providing appropriate training.

13.5  Ifany third-party harassment of staff occurs, we will take steps to remedy any complaints and to
prevent it happening again. These may include warning the harasser about their behaviour, banning them
from our premises, reporting any criminal acts to the police and sharing information in accordance with
legal obligations.
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14. What staff can do if they feel they are being sexually harassed
14.1  Informal route

Harasser is a colleague
14.1.1 If staff feel able to, they may decide to raise the issue with the individual themselves, to make clear

that their behaviour is not welcome and makes them uncomfortable, and to ask them to stop. The
individual may not be aware that their behaviour is offending the staff member.

14.1.2 Alternatively, if staff are not certain whether an incident or series of incidents amounts to sexual
harassment or do not feel able to speak directly to the individual, they may consider asking a member of
the school’s senior leadership team or their school’s union representative (if there is one on site) or contact
their trade union directly for support.

14.1.3 If staff feel unable to speak to a member of the school’s senior leadership team because the
complaint concerns them, they should consider speaking with a more senior manager or contact a member
of the governing board for support who can provide confidential advice and assistance in resolving the
issue formally or informally.

14.1.4 The school/academy’s senior leadership team or a member of the governing board should note
that staff may or may not want them to talk to the individual on their behalf and, where possible, they
should respect the staff member’s wishes.

14.1.5 However, if the welfare or safety of staff or others is at risk or where allegations are particularly
serious, the school’s senior leadership team or a member of the governing board may have to approach the
individual and instigate a formal investigation. In all circumstances, the school’s senior leadership team or
a member of the governing board should approach their HR provider to discuss the situation and to take
advice before action is taken.

14.1.6 If staff members would prefer not to discuss the issue with anyone at work, help and support is also
available through the school’s employee assistance Programme (EAP) to speak to an independent adviser
on a confidential basis about any issue that is of concern.

Harasser is a third party

14.1.7 If staff are experiencing harassment by a third party, this includes visitors to the school,
parents/carers and pupils, the school encourages you to report this to a member of the school’s senior
leadership without delay so that they can advise and support you on the best course of action.

If you witness sexual harassment or victimisation

14.1.8 Staff who witness sexual harassment or victimisation are encouraged to take appropriate steps to
address it. Depending on the circumstances, this could include:

(a) Intervening where you feel able to do so.

(b) Supporting the victim to report it or reporting it on their behalf.

(c) Reporting the incident where you feel there may be a continuing risk if you do not report it.

(d) Co-operating in any investigation into the incident.

All witnesses will be provided with appropriate support and will be protected from victimisation.

Staff can access free, confidential counselling from our Employee Assistance Programme (EAP).

14.2 Formal route

14.2.1 If staff are not happy with the outcome of an informal process, or if they feel it is not appropriate
to approach the issue informally, they may decide to raise a complaint formally.

14.2.2 To make a formal complaint, staff should discuss this first with their line manager (if this is
possible). The process of making a formal complaint via completing a form is outlined in the school’s Dignity
at Work Policy This is also found in Appendix A.
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14.2.3 All formal complaints are made to the Head of School/Headteacher/Principal or equivalent, but if
the complaint is about these persons, the form would be sent to the Chair of Governors or equivalent.

14.2.4 Under the formal procedure within the Dignity at Work Policy, staff will be asked to:

® Explain the event(s) giving rise to the complaint including where possible, the date and times of
events and the names of other parties/witnesses involved.

® Outline any informal measures taken to resolve the matter and explain why these have been
unsatisfactory.

® Explain, as fully as possible, the outcome wanted by the employee.

® State the name of the complainant’s companion if they wish to be accompanied at the dignity at
work meeting.

e Be signed and dated.

14.2.5 After raising a formal complaint, the process will also include:

e Inviting the staff member to a meeting to discuss their complaint in full where they will have the
right to be accompanied by a colleague or trade union representative.

® Protecting the complainant from ongoing harassment or being victimised during an investigation or
complaint. For example, moving the alleged harasser to another team or site. Any witnesses to
alleged sexual harassment will also be protected.

e If a staff member makes a complaint of harassment that may be a criminal offence, they will be
asked about whether they want to report the matter to the police and support will be given to them
with this if they go ahead.

e Carrying out further investigations where necessary, including interviewing potential witnesses who
we will instruct to keep the matter confidential.

® Holding a meeting with the alleged bully/harasser to ascertain their response to the allegation.

e Holding a meeting with staff member to enable the investigator to ask further questions considering
any information they have gathered from the alleged bully/harasser and/or witnesses.

Considering all the evidence in full and

e Informing the staff member of the decision and, if upholding the complaint, instigating disciplinary

action up to and including dismissal or termination of contract against the bully/harasser.

14.2.6 Staff should refer to St Cyprian’s Greek Orthodox Primary Academy’s Dignity at Work Policy, for
greater detail on the process of handling formal complaints.

14.2.7 It should be noted that mediation as way of resolution may also be considered if agreed by all
parties and if this is suitable or feasible given the circumstances.

14.2.8 The school will investigate fully every formal complaint in an objective and confidential way, while
also ensuring that we respect staff members rights as well as the rights of the alleged bully/harasser.

14.2.9 This investigator must have no prior involvement in the case, must remain completely impartial to
the issues under investigation. They must have sufficient experience to undertake the role with a thorough
understanding of the issues with due regard to confidentiality.

14.2.10 The school will use every effort to complete an investigation into harassment as quickly as possible.
The assigned investigator will confirm the outcome to the staff member in writing as soon as possible and
in any event should aim to do this within 10 school working days of the meeting. If the outcome cannot
reasonably be provided within 10 school working days, the assigned investigator will explain this in writing
and provide the individual with a new timescale.

14.2.11 Where the alleged harasser is a third party, the school may need to adjust the procedure under this
guidance to ensure we conduct appropriate investigations, and we will discuss this with the staff member.
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14.3 Appeals
14.3.1 If staff are not satisfied with the outcome of a formal investigation and outcome, they will have the

right to appeal. This should be done in writing to the Chair of Governors within 10 school working days
from the date of the outcome letter.

14.3.2 The process for initiating an appeal can be found in the school’s Dignity at Work.

15. Support for those affected or involved
15.1 The sschool understands that anyone affected by, or involved with, a complaint of sexual
harassment may feel anxious or upset and we will do what we can to support staff members.

15.2  If a staff member feels they cannot continue to work in close contact with the alleged harasser, the
school will consider seriously any requested changes to their working arrangements during our
investigation into the matter.

15.3  For emotional support, staff can access free, confidential counselling from the school’s Employee
Assistance Programme (EAP)

15.4  Anyone who complains or takes part in good faith in a harassment investigation must not suffer any
form of detrimental treatment or victimisation. If you feel you have suffered such victimisation, please
inform a member of the school’s senior leadership as soon as possible.

15.5  Regardiess of the outcome of a complaint, the school will consider carefully how to best approach
any ongoing working relationship between the staff member and the individual concerned. The school’s
senior leadership team should seek advice from their HR Provider where further advice and support may be
required to facilitate this.

16. Consequences of breaching this Guidance and Dignity at Work Policy

16.1 If, following a formal investigation, we find that you have committed, authorised or condoned an
act of sexual harassment, we will deal with the issue as a possible case of misconduct or gross misconduct.
Please refer to the school’s Disciplinary Procedure for further information.

16.2  We may take disciplinary action against staff members, up to and including dismissal (termination
of contract and/or relationship for a third party).

16.3  We will take into account any aggravating factors, such as abuse of power over a more junior
colleague, when deciding the appropriate disciplinary action to take.

16.4  Anyone who complains or takes part in good faith in a sexual harassment investigation must not
suffer any form of detrimental treatment or victimisation. If we find that staff members have victimised
anyone in this way, we will instigate disciplinary action against individuals up to and including dismissal {or
other appropriate action for non-employees).

16.5  If any sexual harassment or victimisation of staff occurs, we will take steps to remedy any
complaints and to prevent it happening again. These may include updating relevant policies, providing
further staff training, as well as taking disciplinary action against the perpetrator.

17. Monitoring and review

17.1  The school monitors allegations of bullying or harassment to identify frequency and types of
complaints, areas to be addressed and additional training where required. We analyse data around
allegations of bullying or harassment (in compliance with our data protection obligations) on an ongoing
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basis to assess the impact of this policy and our wider equality, diversity, and inclusion strategy. It is good
practice for reports of this monitoring to be sent regularly to full governing board meetings.

17.2 The school will also assess any information gathered via exit interviews/questionnaires and staff
survey information.
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