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LOW HILL NURSERY SCHOOL 
ANTI-BULLYING POLICY 

 
 
 
1 Rationale 
 
1.1  Wolverhampton City Council is committed to promoting equality of opportunity for all 

employees. Bullying is now widely recognised as unacceptable in the work place, 
and there is a growing body of case law to make it unlawful.  The City Council and 
the Children & Young People Service Group will not tolerate staff being bullied and 
will seek to have appropriate sanctions applied to an employee found guilty of 
bullying fellow employees. 

 
1.2 Bullying is persistent, offensive, abusive, intimidating, malicious or insulting 

behaviour, abuse of power or unfair sanctions which are intended to make the 
recipient feel vulnerable, humiliated, upset, threatened or frightened which 
undermines their confidence and which may cause them to suffer stress. Bullying is 
largely identified not so much by what has actually been done but rather by the effect 
it has on its target. 

 
1.3 Bullying is not only detrimental to the well being of the victim but also impairs the 

efficiency and effectiveness of the organisation. 
 

(See appendix a for a non-exhaustive list of examples of how bullying is manifest.) 
 
1.4 Bullying is misconduct/gross misconduct. 
 
1.5 Making wilful or deliberate and false accusations of bullying is also gross misconduct. 
 
1.6 As there is evidence that bullying tends to be perpetrated by those in authority over 

others, there is a need for an amended approach to that contained in the normal 
Disciplinary Procedure. 
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2 principles to be observed in cases of alleged bullying 
 
2.1 The subject of alleged bullying should, if he or she feels able to, in the first instance, 

raise the matter formally with the alleged perpetrator, drawing attention to the 
behaviour giving rise to the allegation and requesting that the bullying behaviour 
ceases. 

 
2.2 If the nature of the relationship makes it impossible for the subject to raise the issue 

directly, then reference should be made to a third party to act as an external agent. 
 
2.3 The external agent could be a friend who may be a Trade Union Representative. 
 
2.4 The external agent should approach the alleged perpetrator to inform him/her of the 

allegations and seek to resolve the matter. 
 
2.5 If necessary, a meeting should be held between the parties, to seek a resolution to 

the matter. A written request for such a meeting should be made. 
 
2.6 The subject should keep a written record of the outcome of such a meeting. 
 
3 independent investigation 
 
3.1 If a direct approach by the subject of alleged bullying or the external agent fails to 

resolve matters, i.e. the bullying ceases, then the matter should be referred to an 
Independent Investigator, appointed by the Director for Children and Young People 
or his representative. 

 
3.2 The Independent Investigator should be a person who is acceptable to all parties. 

Their role/remit is detailed in appendix b, which is an extract from the Authority 
Disciplinary Procedure document. The intention is that the Investigator should be 
someone who has had specific training in, and possesses the appropriate skills in, 
investigative process. Equally, it is expected that the Investigator will have highly 
developed inter-personal skills in order to inspire confidence in all parties in a 
particular case. 

 
3.3 The Director for Children and Young People appoints the Independent Investigator 

who will have recognised qualities of independence, objectivity and a clear 
understanding of the investigatory process and the skill required to conduct such an 
investigation. 

 
3.4 Any of the parties involved may object to a particular Independent Investigator. Such 

an objection will be submitted, in writing, to the Director for Children and Young 
People who will consider such an objection and decide on its validity or otherwise. 

 
3.5 The Independent Investigator should inform the complainant that making wilful or 

deliberate false accusations is gross misconduct, and that it will, if proven, be subject 
to the Disciplinary process. 

 
3.6 A written report of the findings, following investigation will specify whether or not 

there is evidence to support the allegation such that there is a disciplinary case to 
answer. The report may include recommendations as to the nature and level of 
sanction to be applied.  The report should be presented to the Chair of 
Governors/Head of Service and Director for Children and Young People. 



 

 
3.7  If the Investigation finds that the allegation is substantiated, a disciplinary hearing 

should be convened in accordance with the disciplinary procedure for allegations of 
misconduct/gross misconduct following investigation. 

 
3.8 If the investigation finds that the allegation is not substantiated, no further action will 

be taken under this procedure. 
 
3.9 In all cases written records will be retained both of the detail of the allegation and the 

outcome, if any, following investigations. 
 
3.10  The Director for Children and Young People will be responsible for providing periodic 

reports on incidents of alleged bullying, for corporate and departmental monitoring 
purposes. 

 



 

 
4 disciplinary hearing 
 
4.1 On receipt of the written report of the investigation, a disciplinary hearing should be 

convened under the agreed disciplinary procedure. 
 
4.2 Where there is a recommendation of a disciplinary case to be heard, all parties 

should be informed of the meeting which should be convened after a notice of ten 
working days but before twenty working days have elapsed. 

 
4.3 A friend who may be a Trade Union Representative may accompany all parties. 
 
4.4 The disciplinary hearing should take evidence from all parties, the Independent 

Investigator, the victim and the perpetrator. All parties should be allowed to question 
each party giving evidence. 

 
4.5 The procedure to be adopted at the Hearing is outlined in appendix c, which is an 

extract from the Authority's agreed Disciplinary Procedure. 
 
4.6 The decision of the Committee hearing the case will be communicated to all parties 

within ten working days of the Hearing. 
 
4.7 If the allegation is proven, the Committee shall determine the sanction to be applied. 

(The sanctions available are those specified in the Disciplinary Procedure). 
 
4.8 If the perpetrator of the bullying is the Headteacher/Head of Service, the Chair of 

Governors and the Director for Children and Young People must be informed of the 
outcome and the sanction applied. 

 
 
5 appeal process 
 
5.1 The right of appeal against the outcome and/or the level of sanction applied shall be 

exercised by giving notice in writing within ten working days of the Disciplinary 
Hearing to the Chair of the Appeal Committee. 

 
5.2 The Appeal Committee shall be convened as soon as practical, normally within ten 

working days of lodging the appeal. 
 
5.3 The procedure to be adopted at the Appeal Hearing is that outlined in appendix d, 

which is an extract from the Authority’s Disciplinary Procedure. 
 
5.4 The Appeal Committee may ratify, nullify or reduce the level of the sanction. If the 

severity is to be reduced, all records of the original sanction must be destroyed and a 
fresh decision recorded in accordance with the decision of the Committee. 

5.5 All parties involved, including the Chair of Governors and the Director for Children 
and Young People in the case of a Headteacher, shall be informed of the decision of 
the Appeal Committee. 

 



 

 
6 monitoring and review of the effectiveness of the policy 
 
6.1 The Director for Children and Young People will ensure compliance with the stated 

aims and objectives of this policy, by undertaking, in the first instance, to bring the 
policy to the attention of all employees within the Authority. 

 
6.2 Headteachers/Heads of Service and Governing Bodies will have responsibility for 

ensuring compliance with the policy in so far as school based employees are 
concerned. 

6.3  The policy will be reviewed jointly by the Authority and the recognised trade unions, 
in consultation with schools and Authority senior managers after twelve months of 
operation.  Full records will be kept of the use of the policy and made available during 
the review process. 

 
6.4 The Director for Children and Young People will produce an annual report on the 

working of the policy for presentation to the Joint Consultative Panel (Schools). 
 
 
 
I confirm that I have read and agree to the above. 
 
Signed:  
 
Print Name:  
 
Date:  
 
Date Approved by Governors:  
 
Chair of Governors Signature:  
Reviewed June 2011 



appendix 1 
 

 

examples of bullying include: 
 

• verbal or physical threats and intimidation 

• persistent negative comments 

• humiliating someone in front of others 

• unjustified, persistent criticism 

• offensive or abusive personal remarks 

• setting unattainable, unreasonable targets 

• constantly changing work targets in order to cause someone to fail 

• reducing someone's effectiveness by withholding information 

• ostracism 

• picking on one person for criticism when there is a common problem 

• not giving credit where it is due 

• claiming credit for someone else's work 

• belittling someone's opinion 

• making false allegations 

• monitoring work unnecessarily and intrusively 

• undervaluing work done 

• removing areas of responsibility without justification 

• imposing unfair sanctions 

• harassment by e-mail 

 

 



appendix 2 
guidance on investigative procedures following 

receipt of complaints/allegations against a member of staff 
 

 

1 introduction 
 
1.1 The aim of an investigation is to obtain, as far as possible, a fair and balanced picture 

through a written record.  The aim is not to prove or disprove an allegation.  The 
investigation is a fact finding exercise and is preliminary to considering the 
appropriateness or not of disciplinary action.  Evidence complied in the investigation 
must be made available to the parties in any subsequent disciplinary proceedings 
and those giving evidence as part of the investigation should be so informed.  
Parents making complaints/allegations should be interviewed to record their 
complaints/allegations in the form of signed and dated statements.  They should be 
informed that their statements may be used in subsequent disciplinary action and that 
they should assume that they will be called as witnesses at any subsequent 
disciplinary hearing. 

 
 
2 preliminary stages 
 
2.1  The Investigator should seek specialist advice as necessary, for example, from the 

Authority, and should familiarise him/herself with any relevant procedures and 
guidelines. 

 
2.2 The Investigator should: 

• define areas to be investigated; 
 
• draw up a provisional list of those to be interviewed and a list of topics to be 

discussed, extended as required during the investigation; 
 
• check corroborative evidence; 
 
• access the credibility of the person making the allegation. 

 
 
3 the investigation process 
 
3.1 The teacher would normally be advised promptly of the following: 
 

(i) the allegation/complaint against him/her; 
 
(ii) that he/she has the right to be accompanied/represented throughout the 

procedure by a friend who may be a trade union representative. 
 
3.2 The investigation interview(s) should be carried out as soon as possible. 
 
3.3 It may be necessary to interview an individual more than once. 
 
3.4 Each person's statement should be signed and dated. It is important that the 

statement reflects the views/evidence of the person concerned. Other than in 
exceptional circumstances, statements should be handwritten by the individual 
concerned. 



appendix 2 
guidance on investigative procedures following 

receipt of complaints/allegations against a member of staff 
 

 

3.5 If necessary, the investigator should have access to assistance to record the 
interview. 

 
3.6 It should be determined whether the services of an interpreter are required. 
 
3.7 A suitable venue and time should be selected to encourage co-operation and the 

entitlement to be accompanied/represented by a friend who may be a trade union 
representative should be offered. 

 
3.8 Subject to the caveats given in the introduction a general explanation of the purpose 

of the investigation should be provided at the beginning of the interview. 
 
 
4 interviewing the member of staff who is the subject of a 

complaint/allegation 
 
4.1 The point at which this occurs will depend upon the nature of the allegation and the 

investigation process. 
 
4.2 If not advised previously, the member of staff must be advised of the 

allegation/complaint against him/her and strongly advised of his/her rights under the 
establishment's disciplinary procedure, including the right to be 
accompanied/represented by a friend who may be a trade union representative at a 
subsequent meeting which shall be convened normally within five working days. 

 
4.3 At this subsequent meeting, the member of staff should be invited to respond and to 

make a statement. The member of staff has the right to 
 

(i) respond; or 
 
(ii) decline to respond; or 
 

 (iii) to request a further period in which to respond in order to provide more 
detailed information to the investigator. Such a request will not be 
unreasonably refused. 

 
4.4 Full notes should be taken of the interview and the member of staff invited to read 

and sign them as a true record after the interview. A copy of the notes will be given to 
the member of staff. It is the view of the member of staff that must be recorded. 

4.5 The member of staff should be invited to identify any persons who have information 
relevant to the investigation. These names should be added to the list of those to be 
interviewed. 

4.6 If, during the course of the investigation, further complaints or allegations are 
uncovered which may or may not enlarge the original investigation, the member of 
staff must normally be informed immediately. 
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guidance on investigative procedures following 

receipt of complaints/allegations against a member of staff 
 

 

5 compiling a report 
 
5.1 Once all the relevant persons have been interviewed and all the relevant issues have 

been explored, the investigation is complete.  The details obtained and the 
statements taken should then be complied into a report. 

 
 
6 subsequent action 
 
6.1 The Investigators report will be forwarded to the Initiator who will make a decision on 

whether further action should be taken under paragraph 4 of the agreed disciplinary 
procedure. 

 
 
NOTE:    involvement of pupils in the investigation* 
 
(a) The Relevant Body reserves the right to determine whether it is appropriate for a 

pupil to be interviewed as part of the investigative procedures.  Determination of this 
right will be based upon an assessment of the best interests of the pupil. 

 
(b) Any pupil may only be interviewed with the approval of his/her parent or guardian who 

shall also be entitled to be present at the interview. 
 
(c)  Pupils may be interviewed concerning an allegation against a member of staff. 

However, in all cases, the investigator will be present when the representative/friend 
of the teacher who is the subject of the allegations interviews the child. 

 
(d) Where a teacher is the subject of disciplinary action and is not represented by a 

representative/friend, he/she shall not be allowed to interview the pupil him/herself. 
However, should such a teacher who is otherwise not represented, wish an interview 
with the pupil to take place, this can only be undertaken on his/her behalf by a third 
party nominated by the teacher. 

 
(e) Where a child of any age has contributed to the investigation process (as given 

above), it is not expected that he/she will be called as a witness at any subsequent 
disciplinary hearing concerning the allegation at issue. 

 
*The interviewing of pupils is based on paragraph 11 B of the Home Office Code of 
Practice (The Police and Criminal Evidence Act 1984). 
 
 



appendix 3 
procedures to be followed at a 

disciplinary hearing (including dismissal committee) 
 

 

1 preliminary matters 
 
1.1 Any Governor who has been involved in the particular action taken, or who is called 

as a witness, or who is in any material way an interested party, shall not participate 
as a Governor in the proceedings 

 
1.2 The meeting shall take place in private session and all parties shall be reminded that 

proceedings are confidential. In these circumstances, "confidential" does not inhibit 
the parties concerned seeking further information/evidence for the purpose of 
preparing for an appeal. Interested third parties may have access with the agreement 
of the Committee discretion. 

 
1.3 The subject and presenter shall have the right to call witnesses and all participants, 

shall have the right to be accompanied/represented by a friend who may be a Trade 
Union representative. 

 
1.4 It should be established whether the services of an interpreter are required. 
 
1.5 Facilities shall be provided for each side to meet separately. 
 
1.6 Parties should be aware of external demands made on witnesses and take care to 

advise their witnesses of developments and timescales, etc. 
 
 
2 outline of determination of procedures to be followed 
 
2.1 It shall be confirmed that the preliminary matters in paragraph 1 above have been 

carried out. 
 
2.2 At the commencement of the meeting a procedure shall be agreed which it is 

suggested should follow the format set out below. 
 
2.3 The witnesses shall be instructed not to discuss the matter outside the hearing and 

advised at which point they may no longer be required. Witnesses will only be 
present in the hearing when giving evidence or being questioned. 

 
2.4 The parties to the matter, with their representatives, if any, should be invited into the 

meeting. 
 
 
3 opening remarks by the Initiator/Chair of the staff dismissal 

committee 
 
3.1 Introducing those present at hearing. 
 
3.2 Advising that an adjournment may be requested at any time during the hearing. 
 
3.3 Outlining the procedure to be followed. 
 
3.4 Outlining the reason(s) for calling the disciplinary hearing. 
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disciplinary hearing (including dismissal committee) 
 

 

4 the procedure 
 
4.1 The Case against the Teacher or Headteacher 
 

4.1.1 Opening remarks by the presenter of the case (i.e. the Investigator) including 
any evidence he/she may wish to offer. 

 
4.1.2 The subject or his/her representative and the Chair and or any other member 

of the committee may question the presenter of the case on any evidence 
which he/she has given. 

 
4.1.3 The presenter may then call and question the first witness. 
 
4.1.4 The subject of the action and/or his/her friend may then question the witness. 

The Initiator/Chair and or any other member of the committee may also ask 
questions of the witness on the evidence presented. The witness then 
withdraws. 

 
4.1.5 Subsequent witnesses may then be called and treated in the same manner. In 

the light of evidence presented further questions may be asked of the 
presenter. 

 
4.1.6 In exceptional circumstances, witnesses may be recalled. 

 
4.2 The Case for the Teacher or Headteacher. 
 

4.2.1 Opening remarks by the subject or his/her friend including any evidence 
he/she may wish to offer. 

 
4.2.2 The presenter and the Initiator/Chair and or any other member of the 

committee may question the subject of the case or his/her representative on 
any evidence which he/she has given. 

 
4.2.3 The subject may then call and question the first witness. 
 
4.2.4 The presenter of the action may then question the witness. The Initiator/Chair 

and or any other member of the committee may also ask questions of the 
witness on the evidence presented. The witness then withdraws. 

 
4.2.5 Subsequent witnesses may then be called and treated in the same manner. In 

the light of evidence presented further questions may be asked of the subject. 
 
4.2.6 In exceptional circumstances witnesses may be recalled. 

 
4.3 Closing statements which shall not include new material will be made by: 
 

(i) the presenter; 
 

 (ii) the subject. 
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4.4 The Decision 
 

4.4.1 All parties will then withdraw. The Initiator/Governors of the committee will 
consider the evidence presented to determine the facts of the case. He/she 
may seek the advice of any attending officer on questions of law and 
procedure only. If the Initiator/Governors of the committee decides to recall 
either side to clarify any points, then both parties will be invited to return for 
that clarification. 

 
4.4.2 The Initiator/Governors of the committee shall reach a decision and inform all 

parties. 
 
4.4.3 This decision will be confirmed in writing to all parties by the 

Initiator/Governors of the committee. 
 
4.5 procedure for teachers (other than Headteachers) 
 

Stages Action By Appeal 
 

1) Formal Advice Headteacher None 
 

2) Formal Warning Headteacher Appeal Committee 
 

3) Formal Written Headteacher Appeal Committee 
Warning 

 
4) Formal Final Headteacher Appeal Committee 

Written Warning 
 

5) Tenure Committee Staff dismissal Appeal Committee 
Committee 

 
4.6 procedure for headteachers 
 

Stages Action By Appeal 
 

1) Formal Advice Chair of Governors None 
 

2) Formal Warning Chair of Governors Appeal Committee 
 

3) Formal Written  Chair of Governors Appeal Committee 
Warning 

 
4) Formal Final  Chair of Governors Appeal Committee 

Written Warning 
 

5) Tenure Staff dismissal Appeal Committee 
Committee 



appendix 4 
procedures to be followed at appeal 

 

 

 
1 preliminary matters 
 
1.1 Any Member of the Appeal Panel who has been involved in the particular action 

taken, or who is to be called as a witness, or who is in any material way an interested 
party, shall not participate in the proceedings. 

 
1.2 The meeting shall take place in private session and all parties shall be reminded that 

proceedings are confidential. 
 
1.3 The subject and presenter shall have the right to call witnesses and all participants 

shall have the right to be accompanied/represented by a friend who may be a Trade 
Union representative. 

 
1.4 It should be established whether the services of an interpreter are required. 
 
1.5 Facilities shall be provided for each side to meet separately. 
 
 

2 outline of procedure to be followed 
 
2.1 The Clerk to the Panel shall confirm that the Panel is correctly constituted and that 

the preliminary matters in paragraph 1 above have been carried out. 
 

Note: In the case of an appeal hearing the subject may exercise the right to make 
the first presentation. 

 
2.2 The Panel shall, at the commencement of the meeting, agree a procedure which it is 

suggested should follow the format set out below. 
 
2.3 The witnesses shall be instructed not to discuss the matter outside the hearing and 

advised at which point they may no longer be required. Witnesses will only be 
present in the hearing when giving evidence or being questioned. 

 
2.4 The parties to the matter, with their representatives, if any, should be invited into the 

meeting. 
 
 

3 opening remarks by chair of the panel 
 
3.1 Introducing those present at appeal. 
 
3.2 Advising that an adjournment may be requested at any time during the appeal. 
 
3.3 Outlining the reason(s) for calling the hearing. 
 
 

4 the procedure 
 
4.1 The Case Against the Teacher or Headteacher. 
 

4.1.1 Opening remarks by the presenter of the case including any evidence he/she 
may wish to offer. 

 
4.1.2 The subject or his/her representative and members of the Panel may question 

the presenter of the case on any evidence which he/she has given. 
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4.1.3 The presenter may then call and question the first witness. 
 
4.1.4 The subject of the action and/or any member of the Panel may also ask 

questions of the witness on the evidence presented. The witness then 
withdraws. 

4.1.5 Subsequent witnesses may be called and treated in the same manner.  In the 
light of evidence presented further questions may be asked of the presenter. 

 
In exceptional circumstances, witnesses may be recalled. 
 

4.2 The Case for the Teacher or Headteacher. 
 

4.2.1 Opening remarks by the subject or his/her representative including any 
evidence he/she may wish to offer. 

 
4.2.2 The presenter and members of the Panel may question the subject of the 

case or his/her representative on any evidence which he/she has given. 
 
4.2.3 The subject may then call and question the first witness. 
 
4.2.4 The presenter of the action and any member of the Panel may also ask 

questions of thewitness on the evidence presented. The witness then 
withdraws. 

 
4.2.5 Subsequent witnesses may then be called and treated in the same manner. In 

the light ofevidence presented further questions may be asked of the subject. 
 
4.2.6 In exceptional circumstances witnesses may be recalled. 
 

4.3 Closing statements which shall not include new material will be made by: 
 

(i) the presenter 
 
(ii) the subject or his/her representative. 

 
4.4 The Decision 
 

4.4.1 All parties will then withdraw. The Panel will consider the matter to determine 
the facts of the case. They may seek the advice of any attending officer on 
questions of law and procedures only. If the Panel decides to recall either side 
to clarify any points, then both parties will be invited to return for that 
clarification. 

 
4.4.2 The Panel shall reach a decision and inform all parties. 
 
4.4.3 This decision will be confirmed in writing to all parties by the Clerk to the 

Panel. 


