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[bookmark: _Toc241482479]INTRODUCTION AND PUPOSE
All members of staff working at Manchester Secondary PRU school are entitled to be treated with dignity and respect and to work in an environment where they feel safe and supported. The Governing Body of Manchester Secondary PRU school are committed to providing a safe, inclusive and supportive working environment for all staff and to creating a workplace free from all forms of discrimination and a culture where sexual harassment in the workplace and victimisation of staff who report sexual harassment is not tolerated. This policy forms part of the school’s wider safeguarding culture and fulfils the statutory preventative duty introduced by the Worker Protection (Amendment of Equality Act 2010) Act 2023.

This policy sets out Manchester Secondary PRU’s approach to preventing and addressing sexual harassment which may take place in the workplace (on or off school premises) including harassment by third parties, and which occurs in the course of employment or third-party engagement. This includes, but is not limited to conduct on school premises, via email, in after school meetings, whilst working at home or offsite; at school events (including learning or training events); when travelling to events, conferences or other venues; work functions and social events. Sexual harassment may also take place via digital or virtual means including on social media platforms such as WhatsApp, Zoom and Microsoft Teams. This includes AI generated images, deepfake content, or manipulated digital media intended to intimidate, humiliate or sexually target a member of staff.  This policy also covers situations which may not take place in the course of employment or engagement but where the conduct or behaviour in issue has an impact on the person’s suitability to carry out, or continue in, their role at school.  

This policy also sets out the process members of staff should follow in order to raise complaints of sexual harassment against other employees and/or against third parties and against pupils and provides a framework for how such complaints will be addressed by the school and how alleged perpetrators will be dealt with. 

Initially, all complaints of sexual harassment (including complaints about third parties) will be dealt with under this policy. Sexual Harassment may also be raised under the whistleblowing policy. In appropriate cases, complaints about employees will also be dealt with as a disciplinary matter under the school’s Disciplinary Policy. Sexual harassment by an employee may be treated as gross misconduct and if an allegation is upheld following disciplinary action, this may result in a disciplinary sanction up to and including dismissal. In disciplinary proceedings, relevant factors in determining an appropriate sanction will include, but are not limited to, the facts and circumstances of the particular case, whether there has been an abuse of power over a more junior colleague and, where the allegation involves an out of work situation, the impact of the conduct on the employee’s suitability to carry out or to continue in their role in school. The school’s Behaviour Policy will be followed in relation to complaints of sexual harassment involving the conduct or behaviour of a pupil.

The Governing Body and the Headteacher have overall responsibility for the implementation of this policy. The head teacher has responsibility for monitoring the effectiveness of this policy and for ensuring it is reviewed on a regular basis. 

The school’s approach for dealing with grievances, bullying, complaints about harassment (other than sexual harassment), victimisation and/or other forms of discriminatory conduct is set out in the school’s Grievance, Bullying and Harassment Policy and Procedure, Code of Conduct and Disciplinary Policy. 

This policy takes account of the legal requirements placed on the school by the Worker Protection (Amendment of Equality Act 2010) Act 2023 which creates a duty on employers to take all reasonable steps to prevent sexual harassment in the workplace (the “preventative duty”). This policy also takes into account the provisions relating to sexual harassment in the Equality Act 2010 and the recommendations set out by the Equality and Human Rights Commission in their Technical Guidance document. (Sexual Harassment and Harassment at Work - Technical Guidance 2024).  

This policy should be read in conjunction with the school’s Equality Policy which sets out the school’s approach to equality issues in general including under the school’s Public Sector Equality Duty pursuant to s149 Equality Act 2010, and to all forms of unlawful behaviour and discrimination under the Equality Act 2010.
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All complaints about sexual harassment will be taken seriously and prompt confidential action will be taken in accordance with this policy. Manchester Secondary PRU is clear that nobody should have to experience sexual harassment at work. Sexual harassment can have a profound, long lasting and damaging impact on those involved and can have a negative impact on morale, performance, health and wellbeing and the ethos and reputation of the school.

Whilst any response by the school to conduct or behaviour which amounts to sexual harassment will always depend on the facts and circumstances of the case, this school is committed to a zero-tolerance approach to sexual harassment.

The school will ensure that any person involved in the investigation or management of a complaint about sexual harassment (whether the process is informal or formal) will keep the details confidential subject to any legal and statutory reporting obligations. Details of any investigation and the names of a complainant and an alleged harasser will only be disclosed on a strictly “need to know” basis. 

In the application of this policy, the school may collect, process and store personal data in accordance with the school’s data protection policy. The school will comply with data protection laws as amended and updated from time to time. Records will be kept on employee’s personnel file in line with the school’s data protection policy and in line with data protection legislation. This includes information about a complaint, notes and other documents compiled during the investigation process and outcomes. In relation to reporting outcomes, cases will be considered on an individual basis and advice will be taken by the school as appropriate to ensure disclosure is proportionate and not in breach of data protection laws. The school will record its decision about whether an outcome, including any disciplinary action against the perpetrator, can be disclosed to a complainant giving reasons for the decision. 

In the investigation or management of a complaint about sexual harassment, then school will be mindful of its obligations and duties under the Equality Act 2010. Reasonable adjustments will be made where required to assist an employee or their companion with a disability. If there are any language issues affecting an employee and/or their companion, these will be reasonably addressed so matters can proceed fairly. 

If an employee needs support which cannot be provided by a Trade Union representative or a colleague, the school will consider all the circumstances of the case and may exercise discretion to permit the employee to be supported in meetings under this policy by another appropriate person.    
[bookmark: _Toc241482481]SCOPE AND DEFINITIONS
This policy applies to all school employees irrespective of seniority of service, working hours or type of contract (permanent, temporary or fixed term). It also applies to workers (as defined in the Equality Act 2010) and to consultants, apprentices, volunteers and students on placements.

The school has a duty to take all reasonable steps to prevent sexual harassment of staff by third parties and also has a duty towards individuals employed by external organisations and third parties to protect them from sexual harassment in the course of their engagement or whilst working on or visiting school premises. Accordingly, there are parts of this policy which are applicable to third parties interacting with school staff such as agency workers, secondees and visitors to the school including parents. There are also parts of this policy which are applicable to the conduct and behaviour of pupils towards members of staff.

Employees of this school who are seconded or deployed to another organisation and who make a complaint about sexual harassment by a member of staff in that other organisation will be supported to report sexual harassment through policy and where appropriate through the host school’s policy. 

All members of staff and individuals referred to in paragraphs 3.1 and 3.2 above are required to comply with this policy and will be made aware of this policy and the school’s zero tolerance approach towards sexual harassment in the workplace. 

We expect any third-party organisation supplying staff to work at this school to engage and cooperate in any investigation where allegations of sexual harassment have been made against that member of supply staff and to take appropriate action and provide appropriate support as is reasonable in the circumstances.

For the avoidance of doubt, in this policy any reference to a "school working day" will have the following meaning: -
(a) School Support Staff: - any day during an academic year when a school is normally open for educational purposes or when staff are in attendance for training purposes, and 
(i) in the case of staff contracted to work during term time only, excluding any day which falls on a Bank Holiday or within school holiday periods, and
(ii) in the case of staff contracted to work all year round, excluding any day which falls on a Bank Holiday but including any day which fall within school holiday periods.
(b) School Teaching Staff: - any day during an academic year when a school is normally open for educational purposes or when staff are in attendance for training purposes but excluding any day which falls on a Bank Holiday or within school holiday periods.
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Sexual harassment is defined in the Equality Act 2010 (s26(2)) as unwanted conduct of a sexual nature which has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.

Unwanted conduct includes unwelcome and/or uninvited conduct and covers a wide range of behaviour. It does not need to occur in person or within normal school working hours. It can be physical, verbal or visual and can take place anywhere (see paragraph 1.2 above).

Examples of conduct of a sexual nature include but are not limited to: -
sexual comments or jokes, which may be referred to as “banter”
displaying sexually graphic pictures, posters, or photos suggestive looks, staring or leering
propositions and sexual advances
making promises in return for sexual favours
sexual gestures
intrusive questions about a person’s private or sex life or a person discussing their own sex life
sexual posts or contact in online communications, including on social media
spreading sexual rumours about a person
sending sexually explicit emails, text messages or messages via other social media
unwelcome touching, hugging, massaging or kissing
comments on someone’s appearance with explicit sexual references or with sexual undertones and implications
wolf whistling and cat calling
treating someone less favourably because they have submitted to or refused to submit to unwanted conduct of a sexual nature in the past 
sharing inappropriate memes or GIFs with sexual content
using emojis or reactions with sexual meaning
commenting on staff clothing in a sexualised way
“joking” about sexual rumours involving staff or pupils
repeated unwanted personal messaging outside work hours

Anyone can experience sexual harassment, regardless of their sex or sexual orientation and regardless of the sex or sexual orientation of the alleged perpetrator. It can be experienced by and carried out by men, women and people of any gender identity.

Conduct will amount to sexual harassment if it has the purpose or effect of violating a person’s dignity and/or creating an intimidating, hostile, degrading, humiliating or offensive environment for the employee even if that was not the intended purpose. Conduct does not need to be objected to in order to be considered unwanted. Conduct that was previously welcomed can subsequently become unwanted conduct amounting to sexual harassment.

Someone may be sexually harassed even if they were not the intended target of the conduct/behaviour. Conduct does not need to be specifically directed at a particular individual to constitute sexual harassment as it may still have the effect of creating an intimidating, hostile, humiliating, offensive or degrading environment for them.

Behaviour which constitutes sexual harassment may occur on a single occasion; it may be sporadic or it may take the form of a continuing process. 

Sexual harassment may be committed by school employees or by third parties such as members of staff supplied through an agency or otherwise. Third party sexual harassment of staff in this school will not be tolerated. If any school employee is subjected to sexual harassment from a third party, this will be taken no less seriously than if an allegation were about another employee. If an allegation of sexual harassment is made about a third party the school will initially deal with the matter under this policy and will also report the allegation to the third party’s employer or representative organisation without delay. Appropriate steps will always be taken to ensure the safety of those involved. How the school will address complaints from and about third parties is set out in paragraph 12 below.  Failure by any employee, volunteer, contractor or visitor to comply with this policy may result in disciplinary action, withdrawal of access to the site, termination of engagement, or referral to external regulatory bodies.

Sexual harassment may also amount to a safeguarding issue and/or a criminal offence and may lead to police involvement. Sexual harassment amounting to a criminal offence includes but is not limited to rape, sexual assault, indecent exposure, voyeurism and offensive communications. If an individual makes a complaint of harassment that may amount to a criminal offence, the school will raise the possibility of reporting the matter to the police and will provide the person making the complaint with the necessary support. There may be cases where the school will take the decision to report the matter to the police contrary to a complainant’s wishes, for example if there’s an ongoing risk to an employee’s safety. In these cases, all the facts and circumstances will be considered including the risk of harm to the complainant, colleagues or other individuals.  If the police are involved, the school will liaise with them regarding the school’s internal processes and any disciplinary investigation in order to prevent prejudice to any criminal investigation or legal proceedings. 

Where sexual harassment involves a pupil, the matter will be treated as both a safeguarding concern and a behavioural incident. Staff will be supported to report concerns without fear of repercussions.

Where allegations involve staff conduct towards pupils, the school will follow statutory LADO procedures without delay.

Sexual Harassment is a qualifying disclosure. The school will not use a non-disclosure agreement to stop an employee:
	Whistleblowing about sexual harassment 
	Reporting a crime to the police
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There are no specific steps employers must take to prevent sexual harassment from occurring in the workplace. Employers must take action that is reasonable. Governors and Senior leaders in this school are committed to taking measures to foster a culture of dignity, respect and professionalism in the workplace and which underline our zero-tolerance approach to sexual harassment. 
In line with the Worker Protection (Amendment of Equality Act 2010) Act 2023, the school will take all reasonable steps to prevent sexual harassment before it occurs. This includes proactive risk assessment, staff training, monitoring of incidents, and clear expectations for staff, pupils, parents, contractors and visitors.  All managers and leaders have a duty to proactively identify risks, respond promptly to concerns, and model professional behaviour. Failure to take reasonable steps may itself be treated as a disciplinary matter.
The school will identify and monitor ‘hotspot’ locations or situations where sexual harassment risk is elevated (e.g., car parks, late evening events, lone working areas, residential trips, digital platforms). Mitigations will be implemented and reviewed regularly.
All parents, contractors, volunteers and visitors are expected to treat staff with dignity and respect. Sexual harassment of staff by any third party will not be tolerated. The school may restrict access, terminate contracts, or take legal action where necessary.
The steps the school is committed to take to comply with its preventative duty, which includes steps the school will take to prevent third party harassment from occurring include, but are not limited to the following. The school will:  

Ensure there is a designated senior leader and a link governor to take responsibility for the implementation, monitoring and review of this policy and to monitor the steps the school has committed to take to comply with its preventative duty; 

Ensure this policy is available, accessible, implemented and communicated to all staff working in and with our school and to all those visiting our school, ensuring it is published on the school’s website and the school’s intranet; 

Communicate the policy via internal newsletters, notice boards (physical and digital) and at staff meetings and training, providing written and verbal reminders ahead of key events where the risk of sexual harassment might increase; 

Ensure Line Managers are trained so any warning signs of sexual harassment are picked up during meetings with staff members. This might include during informal 1 2 1 meetings, in sickness absence or return to work meetings, in meetings about conduct or performance, in exit interviews and following feedback from staff surveys;

Provide training for workplace champions to enable them to provide support and advice to those who witness or experience sexual harassment;   

Carry out risk assessments to identify any potential risks of sexual harassment in the workplace and to anticipate scenarios where school staff might be subject to sexual harassment in the course of their employment or engagement. Risk assessments will consider the specific context of the working environment including but not limited to risks associated with off-site working; lone working; out of hours working; the benefits of implementing CCTV in isolated work spaces; working on secondment; working alone with a third party; attending conferences or off-site training events; socialising with colleagues out of work and social media contact. Risk assessments will inform any necessary changes to the workplace which include the need to introduce protective measures such as modifying procedures and/or working arrangements and increasing supervision. Risk assessments will be reviewed regularly and mitigating action taken if any new or additional risks are identified. 

Promote a culture of transparency where school staff feel empowered and are encouraged to speak up by providing informal and formal channels to report sexual harassment and/or victimisation without fear of repercussions;

Set up anonymous reporting channels to encourage staff to speak up if they are fearful of identifying themselves (see paragraph 6.3); 

Provide training to members of staff (see paragraph 13) on a regular basis to raise awareness about sexual harassment and the school’s preventative duty. Training will be given on induction and will cover what possible outcomes might be in response to a complaint of sexual harassment;

Carry out an annual review and monitor the effectiveness of this policy and of staff training referred to above (see paragraph 14);
Ensure regular review of all related school policies and to ensure they reflect the school’s preventative duty, interact well and are updated to take into account the school’s legal obligations around preventing sexual harassment in the workplace; 

Communicate the school’s zero tolerance approach to third parties (see paragraph 12); 

Raise awareness and understanding of harassment and sexual harassment with pupils in a manner consistent with statutory requirements around the school curriculum and the Equality Act 2010 whilst always taking into account the age and levels of understanding of the pupils; 

Attach signage to the walls of the areas in the school where visitors and other third parties are present to warn that harassment and sexual harassment of our staff is not tolerated;

Review staff surveys (at least annually) to obtain an accurate picture of whether sexual harassment is occurring in the workplace and to ensure any actions taken by the school under this policy are appropriate and effective. 

Inform school suppliers including supply agencies and supply staff at the outset of their engagement with the school about this policy, about the school’s expectations of them and our zero-tolerance approach to sexual harassment; 

Ensure third party contract conditions require agencies supplying staff to work at our school to inform their workers about this policy and to make sure before coming to work with us, agency staff are clear about our zero-tolerance approach to sexual harassment and victimisation in the workplace and how this will be dealt with;

Check what arrangements agencies have in place for the prevention of sexual harassment and victimisation. We will enquire how agencies will deal with any such complaints from their agency staff. The school expects agencies to provide guidance to their staff about sexual harassment and that it is unlawful and to provide guidance about how agency staff can make a complaint about sexual harassment in the course of the agency agreement.
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Any member of staff or third party can make a disclosure or complaint about sexual harassment or victimisation for submitting to or refusing to submit to unwanted conduct of a sexual nature. There are various ways to do this. In this school making a disclosure or complaint to one of the following people:- 
For employees - their Line Manager
A member of the school’s HR team
A member of the Senior Leadership Team

Staff who witness sexual harassment are expected to report concerns promptly. Bystander reporting is a protected act under the Equality Act 2010

The person to whom a report is made may ask questions to establish the facts and to guide the complainant as to their options and the most appropriate course of action. If the complainant wishes to follow an informal route, the person providing support will refer them to paragraph 7 of this policy. If the complainant wishes to raise a formal complaint, they will be helped to put their concerns in writing if that is what they would like to do so that they can use this during the investigation process to save them having to repeat their concerns. If the complainant wishes to put their concerns in writing without support, they may use the pro forma attached at Appendix 1 as part of the formal investigation process.  

Individuals are able to report an issue involving sexual harassment to one of the above people anonymously. If an anonymous complaint is received, the formal steps in this policy will be followed as far as is reasonably practicable taking into account the nature and extent of the information detailed in the anonymous report. It is always preferable for individuals reporting sexual harassment to identify themselves as it makes it more likely that the complaint can be fully and fairly investigated and/or resolved. It also helps to maintain an open and trusting culture in the school and means that where appropriate, the person making the complainant can be kept informed about the progress and/or outcome of the school’s investigation. 

Anonymous reports will be logged and risk assessed. Where information is limited, the school will still take reasonable steps to identify patterns, locations, or individuals of concern and take action if deemed necessary.

Where sexual harassment is committed by a parent, contractor, volunteer or visitor, staff should report the matter using the same routes. The Equality Lead will ensure the third party is notified and appropriate safeguarding, contractual or legal steps are taken.
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Members of staff may wish to try to resolve sexual harassment issues informally. If a member of staff feels safely able to do this, and this is their preferred method of approach, they may decide to speak to the alleged harasser directly. This will enable them to explain to the other person how their conduct has made them feel, why the conduct or behaviour is unacceptable and that it is unwanted or unwelcome and they would like it to stop.

An informal approach is not the school’s expected method of approach and the onus is never on any individual to resolve an issue involving sexual harassment informally or personally.

Members of staff may wish to try to resolve an issue informally but may not feel able to do so by a direct approach. If this is the case, the school will ensure support is available from a senior leader, Line Manager and/or HR or Trade Union representative wherever reasonably possible. 

The person nominated to provide support will listen to the complaint and will try to establish how best to resolve the matter informally. This may include a range of options including arranging mediation, arranging counselling or seeking advice or support from another external source as appropriate. Mediation through a trained mediator is a voluntary process where the mediator helps people in dispute to attempt to reach an agreement. It is not the place of the mediator to judge or to tell those involved in the mediation what they should do.  The mediator will facilitate the process of seeking to resolve the problem.  

If informal steps have been unsuccessful or if an informal approach is not possible or is inappropriate, a formal complaint may be raised in accordance with paragraph 8 below.  

[bookmark: _Toc241482486]MAKING A FORMAL COMPLAINT 
Staff members wishing to make a formal complaint about sexual harassment should initially contact the headteacher whose role it is to ensure the complaint is fully investigated. If the complaint is about the headteacher, complainants should refer their concerns initially to the school’s Chair of Governors. The headteacher, or the Chair of Governors as appropriate, will then nominate a suitably trained, senior person to carry out the investigation, taking into account all the circumstances including the sensitivities of the particular case. If the circumstances require, the school may appoint an external investigator. The school investigator may be accompanied at meetings by the school’s HR provider. 

Any investigation will be thorough, impartial and objective for all those involved. The details of the investigation will be kept confidential and information about the case should not be shared with people not involved in the investigation. The complainant, the alleged harasser and any witnesses will be instructed not to discuss the matter with anyone unless given authority to do so by the nominated investigator. A breach of confidentiality is a disciplinary matter and in appropriate cases, a breach of confidentiality will be dealt with in accordance with the school’s Disciplinary Policy. 

If a complainant wishes to put their complaint in writing, they should set out full details of the conduct or behaviour being complained about, the name of the alleged harasser the nature of the sexual harassment, the dates and times at which it occurred, the names of any witnesses to the conduct and any action taken so far to try to stop the alleged harassment. The form at Appendix 1 to this policy may be used. 

The investigator should where possible contact the complainant within 5 school working days of receiving their complaint to arrange a date, time and venue for an initial investigation meeting to explore the nature of the complaint. The meeting should take place as soon as is reasonably possible. The complainant is entitled to be accompanied at the meeting by a colleague or trade union representative or by another person where reasonably appropriate (see paragraph 2.6).

The purpose of the meeting with the complainant will be to clarify the nature of the formal complaint and any issues in relation to the information submitted. Follow up meetings may be appropriate throughout the investigation process both with the complainant and any witnesses (who may be accompanied by a colleague or Trade Union representative if they wish). The complainant will be kept updated as far as is reasonably practicable about timescales and progress.

Meetings will also be held with the alleged harasser (who may also be accompanied by a colleague or Trade Union representative) to hear their account of events. The alleged harasser will be given full details of the complaints made to enable them to respond to the allegations made against them. In exceptional cases, if the person making the complaint and/or witnesses have a genuine fear of reprisals, it may be appropriate for the investigator to agree that any reports/outcome and witness statements can be anonymised

Where a complaint is about a school employee, the school will carry out a risk assessment about the working arrangements of those involved and will also consider whether suspension on full pay of the alleged harasser is appropriate. The school may also need to consider whether it is necessary to agree temporary changes to working arrangements pending the outcome of the investigation. Any suspension or changes to working arrangements will be reviewed by the school on regular basis. 

Where there is an immediate risk to staff safety, the school will implement protective measures such as temporary separation of staff, supervised working arrangements, restricted access to digital platforms, or removal from certain duties pending investigation.
If a complaint is about a third party (e.g., a member of agency staff, a contractor or visitor) the school will discuss the matter with the third party direct and/or liaise with the third-party organisation about the investigation process. The school will also consider whether any action is necessary to protect the complainant and anyone else involved in the investigation process.

If a member of staff raises a complaint but then during the investigation asks that the matter is not taken any further, the investigator will in most cases take steps to ensure the matter is resolved which might include: -
keeping a record of the complaint and the worker’s request (including reasons stated) to keep the matter confidential;
encouraging the worker to address the issue informally either directly or with support;
providing the worker with any necessary support and guidance on how to address the issue informally;
keeping the situation under review by checking in with the worker to find out if the situation has improved;
where the situation has not improved, explaining to the worker that the matter should be addressed for both for their wellbeing and that of their colleagues.

Where possible the investigator will respect the wishes of a complainant but there may be circumstances in which the risk of not taking action outweighs the risk arising from overriding the complainant’s wishes. The investigator will take into account all the circumstances of the case including whether all other options under this policy have been exhausted; the impact of overriding the complainant’s wishes; the potential risks to the complainant, colleagues and third parties if no further action is taken; whether other complaints have been made about the same person and, the likelihood of the matter being resolved without the school’s intervention. 

Further action may be appropriate where there is an immediate risk to the safety of the complainant or others, particularly where criminal behaviour has taken place. If the school decides formal action must be taken it will explain its decision to the complainant and will ensure appropriate safeguards are put in place to prevent further harassment or victimisation of the complainant as well as providing support and counselling as appropriate for the complainant to deal with any impact the decision may have.  
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On conclusion of the investigation, a report will be prepared by the investigator and submitted to the headteacher or Chair of Governors as appropriate. A meeting will be arranged with the complainant, usually within 10 school working days of completion of the report where the findings of the investigation will be shared in person and then this will be followed up in writing. The complainant has a right to be accompanied at their meeting by a colleague or a Trade Union representative or other representative as appropriate. There will be a discussion about the outcome and what action, if any that should be taken.

Prompt action will be taken by the school if it is found that sexual harassment has occurred. Where the alleged harasser is an employee, the matter will be dealt with as appropriate under the school’s Disciplinary Policy.


Where the alleged harasser is a third party, appropriate action will be taken which include speaking to the person or the third-party organisation about the conduct in issue, banning them from all the school premises and terminating the business arrangements (see paragraph 12.4 below). 

Where the alleged harasser is a pupil at the school, the matter will be dealt with by the Headteacher and/ or Chair of Governors as appropriate in accordance with the school’s Behaviour Policy. 

Whether or not a sexual harassment complaint is upheld and where the alleged harasser is an employee who is not dismissed following disciplinary action as a result of a complaint, the school will consider how best to manage the ongoing working relationship between the complainant and the alleged harasser. It may be appropriate for example to arrange for mediation or counselling or to agree a change in the working arrangements of one or both parties.

Under the Employment Rights Act (2025 update) Sexual Harassment is a protected disclosure, ensuring employees will not be subjected to disciplinary action, bullying, harassment or to any other detriment simply because their complaint of sexual harassment is not upheld. Whilst the vast majority of complaints about sexual harassment are made in good faith, there may be occasions however when a complaint is made that is malicious. This is where the complaint is both false and made in bad faith, i.e., without an honest belief in its truth. Malicious complaints by employees will be dealt with as a disciplinary matter under the school’s Disciplinary Policy and may ultimately lead to a disciplinary sanction up to and including dismissal.
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If the complainant is dissatisfied with the outcome of the investigation, there is a right of appeal to Governing Body Appeal Committee. The person to whom any appeal should be addressed will be confirmed to the complainant when the outcome of the investigation is delivered to them. Appeals will not be a rehearing of the evidence reviewed during the investigation of the sexual harassment complaint. An appeal will be a review of the decision-making process that led to the outcome of the investigation.

Where an appeal is to be considered by a Governing Body Appeal Committee, this will be a committee of three governors from the school’s governing body. None of the governors sitting on the Appeal Committee will have had any prior involvement in the investigation of the complaint.

Full grounds of appeal should be provided by the complainant in writing (using the Appeal Form attached at Appendix 2) and should be submitted to the person/ body referred to in paragraph 10.1 above within 10 school working days of the date of the letter confirming the outcome of the school’s investigation. 

The school will endeavour to hold an appeal meeting normally within 20 school working days following receipt of the complainant’s written appeal. If it is not possible for an appeal meeting to be held within this timeframe, the complainant will be advised when the appeal meeting is reasonably expected to take place. Complainants may be accompanied at appeal meetings by a colleague or Trade Union representative or other representative as appropriate (see paragraph 2.6). 

The appeal decision will normally be confirmed to the complainant within 10 school working days of the appeal meeting. The complainant) will be informed that the decision is final and that there is no further right of appeal. 
Regardless of the outcome of the investigation and/or appeal process complainants will not be victimised or subjected to any detriment for having brought a complaint or an appeal.

[bookmark: _Toc241482489]WITNESSES TO SEXUAL HARASSMENT OR VICTIMISATION

Members of staff who witness sexual harassment or victimisation are encouraged to take appropriate    steps to address it and will be supported by the school where they do so. This might include: -
intervening where a witness feels able to do so; 
asking the person subjected to the harassment if they would like support and if so, supporting the victim to report the conduct or reporting it on their behalf;
reporting the conduct or behaviour where a witness feels there may be a continuing risk if they do not report it; 
co-operating in any investigation into the conduct or behaviour; 

Any witness providing information or reporting concerns about sexual harassment to the school will be provided with appropriate support and the school will ensure they are not subjected to any form of detriment or victimisation by others.

[bookmark: _Toc241482490]THIRD PARTIES 
The school will ensure third parties with whom the school has a relationship are aware of this policy and are clear that Governors and Senior Leaders in this school will not tolerate sexual harassment of school staff. A third party is someone who is not an employee of the school and includes suppliers, contract workers, agency workers, volunteers, parents, friends and family members of colleagues and members of the public. 

The school will take all reasonable steps to prevent third party harassment from occurring. The preventative steps the school has committed to take in relation to third parties are included in the steps detailed in paragraph 5.2 above.

All agency contracts will include mandatory clauses requiring agencies to inform workers of the school’s zero tolerance approach, provide sexual harassment training, cooperate fully with investigations, remove workers from assignment where allegations are upheld.

If an employee of the school wishes to make a complaint about third party sexual harassment, they should follow the process detailed in this policy. 

If a third party sexually harasses a member of school staff the school will speak to the third party direct or to their superior in appropriate cases (or both) about their conduct and may ban the third party from school premises or from working with or for the school. The school may also ban a third party or third-party organisation from events or meetings at school or from contacting school staff and may terminate any business relationship. In cases involving criminal conduct then school may report such conduct to the police and may share information with relevant statutory authorities.  Sexual harassment by third parties via digital means (including WhatsApp groups, social media, email, or messaging platforms) will be treated with the same seriousness as in person conduct. Screenshots or digital evidence may be used in investigations.
The school expects agencies supplying staff to work in school to engage and cooperate in any investigation where allegations of sexual harassment have been made against an agency worker, and to take appropriate action and provide support as deemed reasonably necessary and appropriate. 

If during the course of the agency agreement, an agency worker makes a complaint of sexual harassment against a member of school staff, the headteacher will inform the agency and the school will usually undertake a preliminary investigation. The school will then update the agency on the outcome of the preliminary investigation and, dependent upon what has been agreed with the agency, the complaint against the member of school staff will be investigated and dealt with in accordance with this policy and the school’s Disciplinary Policy as appropriate and will be passed to the agency for them to deal with the mater in accordance with their own Sexual Harassment Policy.

The school will cooperate in any external investigation where an allegation of sexual harassment has been made against a school employee. 

The school will ensure agency workers have been provided with guidance prior to their engagement with the school so they know whose policy applies in which circumstances. Agency workers should receive an induction on both the school’s and the agency’s sexual harassment policies and procedures.

[bookmark: _Toc241482491]TRAINING AND AWARENESS 

All members of staff must attend equality training when requested to do so by Senior Leaders or their Line Managers which will include training about harassment, sexual harassment and victimisation. Equality training will be provided to staff during their induction process. Refresher training will be provided at least annually. Following the training, the school will survey members of staff attending to ensure they have a clear understanding of the matters covered and the school’s expected standards of behaviour. Equality training will emphasise that the school will not tolerate sexual harassment and that acts of sexual harassment may constitute gross misconduct under the school’s disciplinary policy which could potentially result in dismissal. The school will ensure that equality training refers to this policy and the school’s general Equality Policy.

Records will be kept of those attending to ensure all staff have attended up to date equality training on a regular basis.

Line Managers will receive separate training on recognising harassment and sexual harassment and on how to identify and deal with complaints. This will include how to investigate complaints and also how to support staff and others involved.

The school will raise awareness of this policy through staff inductions, in staff meetings, by posting on the school’s website and by referring to it in annual equality training. See also the steps detailed in paragraph 5.1. Senior Leaders will remind staff of the school’s policy prior to any events where the risk of sexual harassment increases such as work social events. 

The school will share this policy with third-party organisations supplying workers or services to the school (and will keep records of those with whom it is shared) so third parties know the standards expected of them in their business arrangements with the school.
[bookmark: _Toc241482492]MONITORING AND REVIEW 

The overall effectiveness of this policy and how the school complies with its preventative duty including risk assessments and the training provided to staff will be monitored and reviewed on an annual basis by the Headteacher and Governing Body. The school will do this by using quantitative and qualitative data which will include reviewing any records and outcomes of complaints (including informal complaints) and by carrying out anonymous staff surveys on the effectiveness of the school’s policy, the effectiveness of the measures in place, reporting channels and awareness and understanding of how complaints of sexual harassment can be made and will be dealt with by the school.

The school will also monitor and regularly review all other related school policies, procedures and practices to ensure they take into account the provisions of this policy and the school’s preventative duty in relation to sexual harassment and the Equality Act 2010. In the light of reviews, the Headteacher will assess whether they believe any changes to this policy need to be made and will liaise with the school’s HR provider as appropriate.

Records relating to sexual harassment complaints will be retained in accordance with the school’s retention schedule and may be anonymised for trend analysis. Access will be strictly limited to authorised personnel.


[bookmark: _Toc241482493]PROTECTION AND SUPPORT INCLUDING SUPPORT FOR VICTIMS AND ALLEGED PERPETRATORS

Any staff member who makes a complaint of sexual harassment or who participates in any investigation under this policy must not suffer from any form of retaliation, victimisation or detriment as a result. Any employee found to have retaliated against or victimised someone for making a complaint of sexual harassment will be subjected to disciplinary action in accordance with the school’s Disciplinary Policy.

If a complainant believes they have been victimised they should inform the SLT Equality Lead in the first instance. If the matter cannot be remedied with support from the SLT Lead, the matter will then be passed to the Headteacher for them to discuss the appropriate way forward. 

Victimisation is treating someone badly (subjecting them to a detriment) because they have done or are going to do a “protected act.” A protected act will include the following: -
Making a complaint (whether formally or otherwise) that they have been sexually harassed or that someone else has been sexually harassed (e.g., a colleague or third party connected to the school)
Helping someone else to make a claim of sexual harassment by giving evidence or information; or
Giving evidence in relation to a complaint of sexual harassment; or
Bringing legal proceedings for sexual harassment under the Equality Act 2010
Giving evidence or information in connection with legal proceedings for sexual harassment under the Equality Act 2010.  

Subjecting someone to a detriment might include (but is not limited to): - Bullying, rejecting them for promotion or other progression opportunities; unreasonably denying leave requests; socially isolating someone; denying opportunities to represent the school at external events; being excluded from CPD or other training and development opportunities; being unfairly dismissed.

Sickness absence due to sexual harassment will be dealt with in accordance with the school’s usual attendance management process to ensure appropriate support is provided and to ensure the complainant’s health and wellbeing is regularly reviewed. The usual triggers in the school’s policy and timeframes for action and escalation may not apply.

The school will offer access to confidential counselling, usually via its EAP provider, to anyone involved in a sexual harassment complaint, whether that is the complainant, the alleged harasser, a witness or a person involved in the investigation of a complaint under this policy.

Where an employee is the subject of an allegation, the school will ensure they receive appropriate support, including access to representation, wellbeing support, and clear information about the process.

Further support and guidance in relation to sexual harassment complaints can be obtained from the following external organisations: -
ACAS: www.acas.org.uk
Protect: www.protect-advice.org
Samaritans: www.samaritans.org/how-we-can-help/
Rape Crisis: www.rapecrisis.org
Equality Advisory and Support Service: www.equalityadvisoryservice.com
Citizens Advice: www.citizensadvice.org.uk/
Victim Support: www.victimsupport.org.uk/
The school’s Employee Assistance Programme (EAP) Schools Advisory Service online portal https://staff.schoolwellbeing.com/login. Enter Code - JB3833
Trade Union contacts 









[bookmark: _Toc241482494]APPENDIX 1 – DETAILS OF COMPLAINT
	Employee Name
	

	Job Title
	

	Work Location
	

	Outline of issues including the name of the alleged harasser, the nature of the alleged harassment, the dates and times when the alleged harassment occurred, the names of any witnesses, any action already taken by you to stop the alleged harassment 
 
(Please continue on a separate sheet if necessary)









	Name(s) of any witness(es)
	

	
	

	
	

	Supporting documents attached (if any)
	

	
	

	
	

	Outcome sought: -




This form should be submitted to the person appointed to investigate your complaint. You will be contacted within 5 school working days to arrange an initial investigation meeting to discuss your complaint.

Signature ……………………………………….   Date ……………………………………


[bookmark: _Toc241482495]APPENDIX 2 – APPEAL FORM
APPEAL AGAINST OUTCOME OF COMPLAINT
Please complete this form in full if you are dissatisfied with the outcome of your complaint. You may complete it personally or with your permission, your representative may complete it on your behalf.

Please return this form, together with any supporting documents to the Executive Headteacher/ Chair of the Appeal Committee within 10 school working days of the date of the letter advising you of the outcome of your complaint. 

You must clearly state why you wish to appeal and specify why you disagree with the outcome of your complaint.

Please note that appeal process will be a review of the decision-making process that led to the outcome of the investigation and will not be a rehearing of all the evidence. 
	I wish to appeal against the outcome of my complaint because ………

	Please continue on a separate sheet if more space is needed.

	

	

	

	

	

	

	

	

	

	

	

	




Signature ………………………………………

Date…………………………………………….
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