What to do if you experience unacceptable behaviour at work:
Quick Reference Guide for school staff

Who is behaving unacceptably? 
INSERT EITHER: If you experience unacceptable behaviour from a colleague, you should use the Dignity at Work Policy and raise your concerns in line with this policy.  This policy can be found INSERT WHERE IT IS LOCATED or you can ask you manager for a copy.
OR: If you experience unacceptable behaviour from a colleague, you should raise your concerns with your line manager or Headteacher. 
If the behaviour is coming from anyone else – a parent, a school customer, a member of the public, a contractor or a supplier or member of staff at the Local Authority, the Unacceptable Actions by Parents and Customers policy applies.  This policy can be found INSERT WHERE IT IS LOCATED or you can ask your manager for a copy. 

What to do if someone is aggressive or abusive 
Keeping yourself safe must be your first priority. 
If you feel afraid, threatened or abused, you are entitled to: 
• Tell the person that their behaviour is unacceptable. 
• End a telephone call if the behaviour persists. 
• Ask the person to leave the school building or property, seeking support from colleagues as appropriate. 
• Adjourn or end a visit or meeting. 
• Call the police

Unacceptable behaviour includes: 
1. Aggressive or abusive behaviour. Offensive or threatening behaviour, assault, spitting or throwing objects, written or verbal abuse, harassment or stalking, or unsubstantiated allegations. Discriminatory behaviour or language. Malicious communications. 
2. Unreasonable demands that would impact substantially on our work or on how we support pupils or other parents and customers. 
3. Unreasonable levels of contact. Being persistent with a complaint is acceptable, but when the amount of time spent dealing with a complaint impacts on our ability to deal with it, or with other people’s complaints, that is no longer acceptable. 
4. Unreasonable use of the complaints process for repeated complaints that harass you, or prevent you from doing your job. 

Always tell your Headteacher and keep them informed if it happens again. They will use the policy to correctly follow up the incident, including reporting, escalation if needed, and any follow-up with the person who behaved unacceptably.  INSERT IF APPLICABLE: You can also speak confidentially to the school Workplace Champion for support or advice if you experience or witness unacceptable behaviour.
Incidents of violence and/or aggression should be reported to the school’s leadership team and through the County Council’s Accident and Incident reporting form.
