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[bookmark: _Toc483983965]1. Introduction	De La Salle College is committed to developing a positive working environment and safeguarding culture in which all employees are treated with dignity. This content outlines the expected behaviour of all staff within the College. Generally, this is seen as a clarification of the expectations that have always applied.


 
[bookmark: _Toc483983966]2. Policy Statement                    	The Principal, Board of Governors and relevant bodies are committed to providing a safe, healthy and productive work environment free from harassment, bullying and victimisation.
                                                   
                                                    School managers are committed to ensuring that everyone is treated with dignity and respect and:
· Encouraged to meet their full potential
· Treated without favouritism
· Spoken to with courtesy
· Accorded due professional trust
· Consulted fully about any proposed changes in their role with a view to achieving maximum consensus.
· Given adequate time, resources and support for the successful discharge of their duties
· Provided with appropriate training and development opportunities
· Accorded respect for their individual privacy 
· Valued as a member of the Lasallian community
                                                 
This policy provides a framework to guide professional conduct and to help prevent bullying and harassment and explains the procedures that would be followed should incidents occur.

All complaints of bullying and harassment will be taken seriously and handled sensitively and discreetly.  Managers will take prompt action (in line with TNC/JNC procedures) to investigate and respond to allegations.  Where bullying or harassment is found to have taken place, disciplinary action may be taken.

No employee will suffer detriment for raising a concern in good faith, or for assisting a colleague to do so.

Everyone should be able to work without the fear of mischievous or malicious allegations and anyone found to be making a deliberately false or vexatious complaint may be subject to disciplinary action.

[bookmark: _Toc483983967]3. Scope	This policy applies to all employees and governors, including those working full-time, part-time or on a temporary basis. 




[bookmark: _Toc483983968]4. Safeguarding                   	The safeguarding culture of a school is, in part, exercised through the development of respectful, caring and professional relationships between adults and pupils and behaviour by the adult that demonstrates integrity, maturity and good judgement. 
                                                   		(Safer Recruitment Consortium October 2015)



[bookmark: _Toc483983969]5. Policy outcomes		The aims of this policy are to ensure that: 

· there exists a culture where everyone in our College community feels safe, valued and respected

· standards of practice and behaviour are clearly defined and

· issues will be dealt with promptly and effectively

· a framework is provided to help prevent bullying and harassment and to explain the procedure that should be followed should incidents occur

· there exists a culture where staff work with colleagues and others to create a professional community that supports the social, intellectual, spiritual, moral, emotional and physical development of pupils

· there exists a culture that promotes collegiality among colleagues by respecting their professional standing and opinions and, in that spirit, feel encouraged and able to offer advice and share professional practice with colleagues



[bookmark: _Toc483983970]6. Key definitions	6.1 Dignity at work is a term we use to describe how all staff are expected to be treated within our college. It includes our agreed expectations of how we will work together within the college for the benefit of all learners, staff, governors and parents. Dignity at work means valuing and respecting others, including their qualities and their differences.


[bookmark: _Toc483983971]6.2 Bullying is characterised as; “Persistent, offensive and unwelcome behaviour which may be abusive, intimidating and unwarranted.  Bullying can manifest itself in many ways such as shouting, exclusion, use of invalid criticism, unjustified fault finding, isolation, excessive monitoring or supervision, allocation of excessive workloads etc…  The net result of bullying is that the recipient feels upset, threatened, humiliated or vulnerable, has their confidence undermined and suffers a detrimental effect on their work and their health per se” (Tim Field).


[bookmark: _Toc483983972]6.3 Harassment can be defined as follows; ‘A person (A) subjects another person (B) to harassment where, on the grounds of age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership, pregnancy and maternity, A engages in unwanted conduct which has the purpose or effect of (i) violating B’s dignity or (ii) creating an intimidating, hostile, degrading, humiliating or offensive environment for B.’ (Labour Relations Agency ‘Harassment and Bullying in the Workplace’).

                     		           https://www.lra.org.uk/images/publications/har_bullying0306_f_-1.pdf

 
[bookmark: _Toc483983973]6.4 Cyberbullying is any form of bullying which takes place online (for example by email or on social networking sites) to deliberately or repeatedly threaten, harass, humiliate or defame others. 

(See also definition of Bullying & Harassment in TNC 2009/11)


7. Who has responsibility for dignity at work?

All staff are personally responsible for adhering to our agreed policy and code within our college community and must:

· Treat colleagues with dignity, courtesy and respect
· Be aware of the effect that their own behaviour can have on others
· Dress appropriately for the workplace
· Support colleagues if they experience bullying, harassment or singling out
· Challenge inappropriate behaviour.
· Where appropriate set a positive example to others
· Consider their language and attitudes and refrain from making personal comments to or about others
· Co-operate with any investigation undertaken by the school into allegations of bullying and harassment (in line with TNC/JNC policy and procedure)

Within our College school leaders and governors are responsible for setting a good example by treating staff with dignity, courtesy and respect and in making staff aware, through effective communication, of expected standards of professional behaviour in the best interests of all learners.  



[bookmark: _Toc483983974]8. Ethos 	This policy is underpinned by the Lasallian ethos within our school based on the core principles of:

[bookmark: _Toc483983975]8.1 Respect for all people: honouring and respecting the dignity of individuals.

[bookmark: _Toc483983976]8.2 Quality education: engaging in quality education together as staff and learners by thinking critically and striving for personal best.

[bookmark: _Toc483983977]8.3 Inclusive community: celebrating diversity and welcoming all members to our community.

[bookmark: _Toc483983978]8.4 Concern for the poor and social justice: being in solidarity with the poor and advocating for those without a voice.

[bookmark: _Toc483983979]8.5 Faith in the presence of God: believing in the living presence of God in our learners, in our community and in our world. 


[bookmark: _Toc483983980]9. Expected Standards of Behaviour

In De La Salle College there are expected standards of behaviour which are the responsibility for all staff.


· Accountability: operating responsibly within our roles and in our wider contributions to College life.

· Commitment: working professionally with all staff, parents, governors and external agencies in the best educational interests of learners. 

· Community: valuing the contributions of staff, learners, parents, governors and all other agencies involved in the life and work of the College.  

· Confidentiality: information relating to pupils or colleagues gained in the course of professional practice is respected, unless the well-being of an individual or a legal imperative requires disclosure in line with the agreed child protection policy. 

· Courtesy: interacting in a polite and respectful manner. 

· Dignity: acting supportively and thoughtfully in our dealings with each other and all other members of the College community.  

· Fairness: treating others with integrity and with due consideration. 

· Humility: behaving thoughtfully, empathetically and reflectively towards others and the contributions they make to College life.  

· Respect: interacting with all staff in a thoughtful, understanding and courteous manner. 

· Teamwork: working together to achieve the best possible outcomes for learners, colleagues and the college.

· Tolerance: appreciating and accepting difference, opinions and outlooks.  

· Transparency: being open and honest in all aspects of our communication and in the best interests of the school.

· Trust: acting in a fair and equitable manner towards each other mindful of any negative impact our actions can have on learners’ and staff lives at the college. 

· Valuing Others: acknowledging the diverse range of contributions that all members of the staff team make in the best interests of learners. 




[bookmark: _Toc483983982]10. What can I do if I experience unacceptable behaviour? 

If you have any concerns about any of the issues raised in this document, you should refer in the first instance to your Line Manager. They will be able to provide you with the support and advice you need before the matter becomes a more serious issue. 


[bookmark: _Toc483983983]11. Non-compliance with the policy or code  

Non-compliance to the agreed code will be taken very seriously and may result, following investigation, in disciplinary action being taken by the Board of Governors, Principal and Employing Authorities.  Action taken will be in line with TNC/JNC agreed procedures.


[bookmark: _Toc483983984]12. Malicious Complaints

It is recognized that, on occasions, complaints are made maliciously with no basis in fact, and are purely attempts to damage the alleged harasser in some way.  If this is the conclusion of the Investigating Officer, he/she will need to consider whether it is appropriate for formal disciplinary action to be taken against the person making the complaint.

Malicious complaints may be regarded as gross misconduct and disciplinary action may be taken.


[bookmark: _Toc483983985]13. Resolution 

In the event of any failure to comply with policy or code, staff are encouraged to make every effort to deal with the situation before it can impact on well-being.
 
In the first instance, staff are supported by the college to try to sort out any complaint informally by speaking to the person responsible, letting them know how their behaviour is making you feel and asking them to stop.  
 
If you do not feel able to tackle this on your own, you may speak with another colleague or their Line Manager, either of whom may accompany you to make the approach.  In this instance, the Principal should be informed of the circumstances prior to the meeting. 

Where all parties agree, external mediation can be arranged. Mediation is an effective way of resolving disputes and helps avoid matters escalating and the need for formal procedures.  Mediation can be used at any stage and can address a range of issues including relationship and communication breakdown. (TNC 2014/6)

 https://www.education-ni.gov.uk/sites/default/files/publications/de/annex-a-of-tnc-2014-6.pdf

If an informal resolution is unsuccessful we can seek formal resolution by following the respective agreed teaching/non-teaching policies and procedures. 


[bookmark: _Toc483983988]14. Other people and organisations 

Within the College we can come into contact with other people, parents and organisations such as visitors or contractors.  As agreed, staff should treat all people with dignity, courtesy and respect.  In turn, we expect them to treat all members of our community similarly. 

If we experience unacceptable behaviour from another person, organization or external agency, it should, in the first instance, be brought to the attention of School Management who should seek a resolution. 

A concern or complaint may be made under the relevant grievance procedure/s, including Bullying and Harassment procedure/s. 

https://www.education-ni.gov.uk/sites/default/files/publications/de/2015-13-dealing-with-allegations-of-abuse-against-a-member-of-staff.pdf  (DE Circular 2015/13)

https://www.education-ni.gov.uk/sites/default/files/publications/de/tnc-2011-7-inter-employer-grievance-protocol.pdf  - Joint Protocol for dealing with Grievances/complaints involving staff employed by different employing authorities  TNC 2011/7


All staff must prevent harassment and bullying wherever possible and take immediate action once it is identified.  Where managers receive a report of unacceptable behaviour or observe it at first-hand they have a responsibility to take immediate steps to address the matter, whether or not a formal complaint has been made.


[bookmark: _Toc483983989]15. Support for employees

Allegations of bullying and harassment can be upsetting and stressful for all parties and managers have a responsibility for making sure all individuals involved are offered appropriate support.  This can be provided by offering additional one to one meetings or by assigning a key contact for the employee.  The Employee Assistance Programme: ‘Inspire Workplaces’, (CCMS Circular 2011/15) is also available for all employees.

Employees who are members of a trade union may wish to contact their representative for support.


Online Teaching 

· Online teaching is an extension of the classroom and should be covered by the school Acceptable Use Policy. All principles outlined by the Acceptable Use Policy will apply to all online teaching activity.
· Staff should avoid the use of personal mobile phones. In the limited circumstances where staff need to contact a pupil by phone, this should be agreed by the principal or direct line manager.
· Staff should use only their school email accounts such as C2k and should avoid using personal accounts if contacting children or their parents.
· Staff should be aware that in the interaction with young people all conventional professional teaching norms and standards will apply to online learning with children. Consider using camera-free conferencing, where the focus is on the content rather than the webcam images. Using the C2K platforms, teachers are able to maintain full control of the audio and video content and what is shared on the platform.
· Schools should consider carefully whether it is appropriate/necessary to use both the children’s Christian and surnames when posting photographs on social media platforms.
· Staff should avoid using social media to communicate with children.
· Should staff have any concerns about what they see or hear online, this should be brought to the attention of the Safeguarding Team for the centre or Designated Teacher in School, in line with the school’s Child Protection and Safeguarding Policy.



[bookmark: _Toc483983990]16. Distribution and Training

All members of staff will receive a copy of the policy following consultation with staff and discussion and ratification by the Board of Governors and as a key policy, it will be included in the staff handbook.  


[bookmark: _Toc483983991]17. Monitoring and Review

This document is contained within the Board of Governors’ Policy Schedule, September 2017 and will be reviewed, in consultation with the accredited representatives of the recognized trade unions, every three years from the date of ratification. 




Linked Policies

The following policies are linked to the Staff Code of Conduct Policy:

Staff Development
Child Protection Policy
Safe Handling and the Use of Physical Force
Health and Safety
Use of Internet
Complaints
Whistle Blowing Procedures
Staff Email Policy
Social Media Policy
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Hard copies of all referenced documents can be obtained from the Principal’s office
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