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DIGNITY AT WORK POLICY

August 2018
Policy Statement 

Cairney School aims to be an environment where everyone is treated with dignity and respect, equality is promoted, and diversity is valued.  The policy also outlines the rights and responsibilities associated with this commitment. 

A positive working and learning environment which supports dignity at work is vital to the success of the school. Dignity and respect should underpin our day to day behaviours, and everyone has rights and responsibilities under this Policy. 

All staff have a right to: 

· be treated with dignity and respect 

· work and learn in an environment free from discrimination, bullying and harassment 

· be valued for their skills, abilities and contribution 

All staff have a responsibility to: 

· behave in an appropriate manner, and in ways that are not derogatory to others 

· play their part in ensuring we create a positive working environment that is tolerant and supportive through treating each other with dignity and respect

· tactfully challenge inappropriate behaviour with confidence 

The following are features of a respectful working environment: 

· all staff are respected and treated politely and with courtesy 

· actively seeking staff views where appropriate in order to contribute to the development and/or improvement of the school 

· collaborative atmosphere which helps to promote ongoing participation of staff in all levels of school  business. 

· an ethos of ‘distributed’, or shared leadership which enables people to feel safe to: 

· take on roles and responsibilities 

· develop their skills  
· support colleagues 

· take forward initiatives 

Positive outcomes from the above features would be that staff: 

· can actively contribute and see that their efforts make a difference 

· feel a sense of engagement; people are motivated and they have a sense of belonging to and a pride in Cairney School
· feel they are trusted to take responsibility to act independently within their remit. There is a sense of having a meaningful role within the organisation. 

Aims

Bullying or harassment at work can have very serious consequences for all those involved. 

We therefore aim through this policy to: 

· Ensure the dignity at work of all employees 

· Respect and value differences 

· Ensure that employees are aware of the types of behaviour which may constitute bullying and harassment

· Identify individual responsibilities in preventing such behaviour 

· Provide procedures which recognise and take account of the sensitivity of the issues raised

· Provide a framework to ensure any bullying and harassment is dealt with effectively, and that action is taken to prevent any recurrence 

· Provide a working environment in which employees feel confident to bring forward complaints of bullying and harassment without fear of victimisation 

Confidentiality 

All parties concerned will treat formal complaints of bullying and harassment in confidence as far as reasonably possible.   
Employees 

All members of staff have a responsibility to behave appropriately in the workplace and treat each other with dignity and respect. They should be aware of the issues and the serious and genuine problems which harassment can cause. 

They are required to: 

· Treat all colleagues with dignity and respect and be aware of how their behaviour can or be perceived to affect other people. 

· Be supportive of colleagues who are being bullied or harassed and bring it to the attention of the Head teacher, or other appropriate senior manager. 

· Respond promptly to any feedback and advice on their behaviour, be it from a colleague or Head teacher. 

· Seek to resolve matters informally wherever possible. 

Head Teacher
The Head teacher has a responsibility to implement this policy and to bring it to the attention of staff, in order to establish and maintain a work environment where everyone is treated with dignity and respect. The Head teacher will do this by:
· ensuring that their own behaviour is beyond reproach at all times 

· creating an environment where everyone is treated with respect and dignity 

· ensure that the work environment is non-threatening and supportive and take steps to prevent bullying or harassment 

· ensuring good communication with staff and between staff by operating an open door policy 

· setting a good example by treating all staff with dignity and respect and ensuring that their staff act in a similar way, correcting any unacceptable behaviour promptly 

· treating complaints of harassment seriously, sensitively and confidentially
·  supporting staff who may feel they are being harassed and bullied 

· dealing with any complaints fairly, thoroughly, quickly and confidentially, respecting the feelings of all concerned 

· working to find solutions to bullying and harassment cases 

· ensuring that there is no retaliation against the person who made the complaint or any witness involved 

· consulting with HR and Performance at any time for advice and support
Definitions 

The following paragraphs give the general principles of harassment, bullying and fair and effective management. 
Harassment, in general terms is: 

Unwanted conduct affecting the dignity of individuals in the workplace. It may be related to age, gender reassignment status, race, disability, religion or belief, pregnancy or maternity status, sexual orientation, marriage or civil partnership status, gender or any personal characteristic of the individual, and may be persistent or an isolated incident. The key is that the actions or comments are viewed as demeaning and unacceptable to the recipient. 

A single act of harassment which is sufficiently serious can lead to a complaint - harassment should always be considered in terms of the impact it has on an individual. 
Bullying may be characterised as: 

Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient. 
Bullying or harassment may be by an individual against an individual (perhaps by someone in a position of authority such as a manager or supervisor) or involve groups of people. It may be obvious or it may be insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual. 
Cases of Assault arising out of Bullying or Harassment 

Physical assault is a criminal offence and, as an individual, any assault can be reported to the police as well as reported within the Council. 
Fair and Effective Management 

Head teachers have the right to manage staff effectively, giving reasonable instructions when required and this does not constitute bullying and / or harassment. This includes dealing appropriately with shortcomings in performance, conduct, attendance and behaviour when fair to do so. 
Head teachers are responsible for ensuring that staff who report to them perform to an acceptable standard within a performance management framework. Legitimate, justifiable, appropriately conducted monitoring of an employee’s behaviour or job performance does not therefore constitute bullying or harassment. 

Carrying out these functions in a fair, firm and consistent manner does not constitute an act of bullying or harassment, although it is recognised that some staff may feel stressed or anxious while the procedures are ongoing. An investigation will determine whether a Head teacher has bullied or harassed an employee or managed them fairly, but firmly. 
General Procedures 

The following general procedures apply: 
Everyone must behave in a way that will not cause offence to others, and to acknowledge that views and opinions held by others may differ from their own. 

Any employee who feels they are being harassed or bullied can seek confidential advice and support from one or more of the following sources: 
· their Line Manager 

· HR

· their Trade Union representative 

When an employee makes a complaint against another employee, the complainant should list specific issues which they want to be investigated and not general accusations. 

All complaints will be dealt with in a confidential, sensitive and objective manner and all parties involved will be treated with due respect and protected from victimisation and dealt with in line with Aberdeenshire policies and procedures. 
Fair and Effective Management 

Because of differences in perception it is not always easy to differentiate between firm, fair management and bullying and harassment. It is accepted that the examples below represent extremes of behaviour. In practice, things will not be so clear and perpetrators may display characteristics which fall somewhere in the middle. Some suggestions are: 
	Fair and Effective Manager

	Bullying / Harassing Manager

	Consistent and fair 

Leads by example 

Decisive 

Has a good appreciation of short, medium and long term needs and goals 

Learns from experience and applies knowledge gains from experience to improve business, communication and interpersonal skills 

Allows and trusts people to get on with the job 

Applies management techniques appropriate to the individual. 

Shares information freely 

Only addresses genuine performance and behaviour issues which can be evidenced
	Aggressive, inconsistent and unfair 

Dominates, sets a poor example 

Random, impulsive 

Is rigidly short-term, often no more than 24 hours 

Cannot apply knowledge gained from experience except by being devious, manipulative and how to evade accountability 

Constantly interfering, dictating and controlling 

Treats all staff the same despite abilities and work needs. 

Withholds information, releases selectively 

Makes false claims about alleged underperformance and focuses on the person, not behaviour or performance 
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Do you have any comments to make regarding the Dignity at Work Policy?

Signed_________________________________________

Please tear off and return to the Head teacher Cairney School 
6

