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Workplace Policy.

Our Context in Heywood Community School:

Every person in this workplace has the right to be treated

with respect and courtesy andhave his or her

individuality valued. While we recognise that there may

be personal differences between people who work at

HCS, we strive for these differences not impinging upon

good working relations in the school. Our school ethos

statement identifies our corevalussaficar e, r espe
community, inclusion, equalit
staff are valued for their professional experience,

knowledge and exptse and for their contribution



within the school community, whether inside or outside
the classroom.

Wetake pride in creatingnd maintaimg an atmosphere
of mutual respect where we are mindful that our actions
and words can sometimes have a negative impact and
cause hurt to a colleague. We all work hard in HCS and
sometimes we have to work hard to ensure our words
andor actions do not have amended or unintended
negative impact on our colleague($) thisregard,we
recognise the value afrespectfuenvironment where

we canpositively address confliginds af el-gufic al |
bullying behaviour.Research shows that the effects of
bullying and harassemt may be physiological,
psychological and behavioural. Those who are bullied
are at an increased risk of suffering strédke strive to

be solution driven, maintaining a collegial atmosphere
where we are open to dialogue and genuine resolution.

All individuals who work at HCS or who come into

contact with its staff or students have a duty to uphold

our ethos statement and itso
the Workplace Policy. Our mot
Cheile. o I s a f i fotthisrppglicys u mmar y












Dignity at Work

Policy and Procedures for dealing with complaints of Bullving, Harassment and

Sexual Harassment of employees in Community and Comprehensive Schools.
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2 DIGNITY AT WORK POLICY & PROCEDURE

Policy Statement

The Association of Community and Comprehensive Schools (ACCS), the Association of Secondary
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schools and places of work is dealt with efficiently, effectively and fairly through agreed
procedures for the making of and dealing with complaints.

ACCS, ASTI, FORSA and TUI are fully committed to creating, within every Community and
Comprehensive School, an environment that is free of bullying/ harassment/sexual harassment
and which promotes personal integrity and dignity.

The provisions of LRC Codes of Practice S.l. N0.17/2002 and S.I. 208/2012 for addressing bullying
in the Workplace and harassment/sexual harassment respectively and the Health & Safety
Authority 2007 Code of Practice on the prevention and resolution dfingl at work have been
incorporated into this policy.

This policy sets out the procedure which must be adhered to in the operation of the policy at all
stages.

The policy is an industrial relations procedure. In circumstances where legal action is invoked, the
policy will be suspended and the operation of the law will take precedence.

Review of Policy & Procedure
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on which it agreed and in line with changes in law, relevant case law or other developments.

Introduction

ACCS, ASTI, FORSA and TUI are committed to ensuring a workplace environment that is free from
bullying/harassment/sexual harassment and is characterised by mutual respect, tolerance and
affirmation.

Bullying/harassment/sexual harassment is behaviour that is destructive to a positive working
atmosphere and will not be tolerated. ACCS and Boards of Management recognise that all
employees in Community and Comprehensive Schools have the right to bedtineédtedignity

and respect at work and the right to work in an environment that is free from
bullying/harassment/sexual harassment. It is also recognised that the work environment is aimed
at
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providing a high aualitv service in an atmosphere of resoect. collaboration.
openness. safetv and eaualitv.

Bullving/harassment/sexual harassment at work bv the emplover, emplovees
and bv other persons engaged in the provision of goods and services to the
school will not be tolerated. In the event of a complaint being upheld against a
non-emplovee, appropriate sanctions mayv be imposed which could in particular
circumstances include termination of contract. suspension of service. exclusion
from the premises etc. as appropriate.

Management’s Obligations

Management has a particular responsibilitv to ensure that the workplace is free
from anv form of bullving/harassment/sexual harassment and that compolaints
are addressed expeditiouslv and with a minimum of distress to all parties
involved. Particular responsibilitv lies with Boards of Management and School
Principals to ensure that prooer standards are maintained.

The importance of the prevention of workplace bullving/harassment/sexual
harassment in the workplace is imperative. The best wav to eliminate bullving/
harassment/sexual harassment in the workplace is to foster and support an
environment which is positive, inclusive and free of bullving/harassment/sexual
harassment bv anv person and where all emplovees have the opportunitv to fulfil
their potential.

In particular Boards of Management will:

J Provide information to emplovees on induction, e.g copv of policv in staff
handbook;

J Provide good example by treating all in the place of work with courtesy and respect;

J Provide training on this Policv;

. Promote awareness of this Policy;

. Be vigilant for signs of bullving/harassment/sexual harassment at work and
take action before a problem escalates;

J Deal sensitively with emplovees involved in a complaint whether as
complainant or respondent;

J Ensure that the complainant and respondent are treated fairly;

J Explain the Dignity at Work procedures to be followed if a complaint is
made. A copv of the procedures is provided in the staff handbook, at
induction and through other suitable channels:

J Ensure that an emplovee making a complaint is not victimized for doing so; and

J Monitor and follow up the situation after a complaint is made.
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In accordance with the Safety, Health and Welfare at Work Act 2005, all employees have a duty
not to engage in improper conduct or behaviour that is likely to endanger their own safety, health
and welfare or work or that of any other person.

Employees have responsibility in creating and contributing to the maintenance of a work
environment free from bullying/harassment/sexual harassment or conduct likely to contribute to
same. All employees carry responsibility for their own behaviour and hapesitive duty to
comply with this policy and to treat all colleagues with respect and dignity.

Employees also have an obligation to cooperate with the investigation of complaints of
bullying/harassment/sexual harassment and to cooperate by providing any relevant information
when an allegation of bullying at work is being looked into whether in famrimal or formal stage.

Complaints of bullying/harassment/sexual harassment will be treated with fairness, sensitivity
and respect. Confidentiality will be maintained throughout to the greatest extent possible,
consistent with the requirements of a fair investigation. In the seuiof investigating the
complaint, no assumptions shall be made about the culpability of the alleged perpetrator.
Employees who make complaints of bullying/harassment/sexual harassment will not be
victimized, even if the complaint is not upheld.

alk1Ay3a I O2YLX Ayl dzyRSNJ GKA&A LRfAOE gAff yz2i
to make a claim to the Workplace Relations Commission. A claim to the Workplace Relations
Commission must be made within six months of the alleged occurrehbarassment/sexual
harassment. The time limit may be extended up to a maximum of 12 months if the complainant

has demonstrated reasonable cause for the delay.

Nothing in the policy limits the right of Boards of Management to investigate any matter which
may relate to bullying/harassment/sexual harassment in circumstances other than where a
complaint has been made. All employees continue to have an obligatioodperate with such
investigation.

The policy extends to behaviour which occurs off the school premises, such as at work related
social functions or training events, provided there is a nexus with the work of the school and
its employees.

Complaints of bullying/harassment/sexual harassment may be dealt with either in an informal or
a formal way as set out below.
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The intention of this policv is:

To provide a fair. consistent and expeditious mechanism to process complaints
of bullving, harassment and sexual harassment in the workplace;

To do so in a manner that affords all concerned full rights in accordance with
natural iustice and fair procedures:

To outline the procedures in the event of a complaint of bullving, harassment/
sexual harassment being made:

To encourage the use of informal resolution methods and the use of mediation
as often and as earlv as possible to resolve issues or complaints as provided
for in this policv.

Definitions

A. Workplace Bullying

“Workplace Bullving is repeated inaporoporiate behaviour. direct or indirect.
whether verbal. phvsical or otherwise. conducted bv one or more persons
against another or others. at the place of work and/or in the course of
emplovment. which could reasonablv be regarded as undermining the
individual’s right to dignitv at work. An isolated incident of the behaviour
described in this definition mav be an affront to dignitv at work but. as a
once-off incident. is not considered to be bullving”

The following behaviours are illustrative rather than exhaustive examples of
tvpes of bullving:

Exclusion with negative conseauences:

Giving emplovees impossible deadlines to complete tasks:

Consistentlv removing work or responsibilities from a colleague without
explanation or reason:

Verbal abuse/insults:

Being treated less favourablv than colleagues:

Intrusion-pestering, spving or stalking:

Menacing behavior:

Intimidation:;

Aggression:

Recommended by the Report of the Task Force on the Prevention of Workplace
Bullving and adooted in the LRC 2002 Code and the HSA 2007 Code.
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Excessive monitoring of work;

Humiliation;

Withholding workrelated information;
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w Malicious gssip

Bullying at work can involve people in many different work situations and at all levels:

w Manager/supervisor to employee;
w Employee to supervisanmtanager;

w One employee to another (or group to group);
w Nonemployee to employee; and

(V]

Employee/supervisor/manager to neemployee.

B. Harassment

Harassment is any form of unwanted conduct related to any of the discriminatory grounds
outlined below,6 SAy 3 O2y RdzOi 6KAOK Kl a (GKS LizN122&sS 21
and creating an intimidating, hostile, degrading, humiliating or offensive environment for the

person. Such unwanted conduct may consist of acts, requests, spoken words, gestilres

production, display or circulation of writtémerbalwords or other material.

Harassment includes situations where the employee does not have the relevant characteristic
under the discriminatory grounds but thperpetrator does not believahat s/he has that
characteristic.

Further, a single incident may constitute harassment.

The following behaviours are illustrative rather than exhaustive examples of types of harassment:

w Verbal harassmerbkes, commentsmalicious gossiridicule or songs;

w  Written harassmerdncluding faxes, messaging, emails or notices or social media;

w Physical harassmeijpstling, shoving or any form of assault or other forms of unwanted
physical contact;

w Intimidatory harassmengestures, posturing or threatening poses;

1 Section 14A(7) Equality Act 2004.
2 Sexual Orientation; Age; Civil Status; Religion; Disability; Family Status; Race; Membership of the Traveller Community;
Gender.
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Visual displavs such as posters. emblems or badges:
Excessive monitoring of work:
Isolation or exclusion from school organised social activities.

It should be noted that it is ub to the emblovee/person to decide what behaviour

is unwelcome irrespective of the attitude of others.

C. Sexual Harassmerit

Sexual Harassment is anv form of unwanted verbal. non-verbal or phvsical
conduct of a sexual nature which has the burpose or effect of violating a
person’s dignitv and creating an intimidating. hostile. degrading. humiliating
or offensive environment for the person. Such unwanted conduct mav consist
of acts. reauests. snoken words. gestures or the production. displav or
circulation of written words or other material.

Sexual harassment is a form of discrimination on the genderground in relation

to conditions of emplovment. The following behaviours are illustrative rather

than exhaustive examples of tvpes of harassment:

4

5

Phvsical conduct of a sexual nature-this mav include unwanted phvsical
contact such as unnecessarv touching, patting or pinching or brushing
against another emplovee’s bodyv, assault and coercive sexual intercourse:;
Verbal conduct of a sexual nature-this includes unwelcome sexual advances.
propositions or pressure for sexual activitv. continued suggestions for social
activitv outside the work place after it has been made clear that such
suggestions are unwelcome. unwanted or offensive flirtations. suggestive
remarks, innuendos or lewd comments;

Non-verbal conduct of a sexual nature-this mav include the displav of
pornogranhic or sexuallv suggestive pictures. obiects. written materials.
emails, text-messages, faxes or other forms of social media. It mav also
include leering, whistling or making sexuallv suggestive gestures; and
Gender-based conduct - this includes conduct that denigrates or ridicules
or is intimidatorv or phvsicallv abusive of an emplovee because of his or her
sexual orientation such as derogatorv or degrading abuse or insults which
are gender based.

Section 14A(7) Eaualitv Act 2004.
Section 14A(7) Eaualitv Act 2004.
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The Employment Equality Acts 199815 do not prohibit all relations of a sexual or social nature
at work. To constitute harassment/sexual harassment the behaviour complained of must firstly
be unwelcome It is the unwanted nature of the conduct which distinguishes harassment/sexual
harassment from behaviour which is welcome and mutual. The fact that an individual has
previously agreed to the behaviour does not stop him/her from deciding that it has becom
unwelcome.

In addition, to constitute harassment/sexual harassment under the Employment Equality Acts
1998-HnmMpX GKS O0SKI@A2dzNI Ydzad KI @S GKS LidzN1JR a$s
creating an intimidating, hostile, degrading, humiliating or offensiweironment for that person.

Key points

Investigations into bullying/inappropriateehaviourharassment and sexual harassment will take
due account of the impact of the behaviours on the recipient.

The reasonable and essential discipline arising from the good management of the performance
of an employee at work does not amount to bullying/ harassment/sexual harassment (including
the supervision of work and performance related discussions). Siméatlpns taken which can

be justified as regards the safety, health and welfare of employeles not amount to
bullying/harassment/sexual harassment.

For example, an employee whose performance is continuauighallecat a level below required
targets may feel threatened and insecure in his/her work but this in itself does not indicate
bullying/harassment.

In addition, it should not be confused with workplace interpersonal conflicts, which do not

necessarily constitute bullying/harassment/sexual harassment.

Examples of what isnot Bullying:

w 'y A&a2fFiSR AYOARSY(d 2F AYIFLILINRBLNRFGS 06SKI ¢
work but, as a onceff incident, is not considered to be bullying;

w CFANJ YR O02yaidNUzOGABS ONRGAOAAY 2F |y SYLX 2

w Reasonable and essential discipline arising from the appropriate management of the
performance of an employee at work;

3HSA 2007 Code of Practice.
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Legitimate management responses in crisis situations which reauire immediate
action:

Complaints relating to reasonable instructions issued by a manager, assignment
of normal duties or relating to terms and conditions of emplovment.

Examples of what ijs not Harassment/Sexual Harassment:

Complaints that relate other than to the nine grounds:

Fair and constructive criticism of an emplovee’s performance. conduct or
attendance:

Reasonable and essential discipbline arising from the appropriate management
of the performance of an emplovee at work:

Legitimate management responses in crisis situations which reauire immediate
action:

Complaints relating to reasonable instructions issued bv a manager. assignment

of normal duties or relating to terms and conditions of emplovment.

This policy does not apply to:

Complaints of bullving/harassment/sexual harassment made by emplovees
against students. Such complaints will be treated in accordance with the
school’s Code of Behavior;

Matters of the professional competence of teachers which are dealt with in
accordance with circular letter 49/2018;

Incidents between emplovees which occur outside of the school setting
and/or school events and which do not have a nexus to the work of the
school and its emplovees;

Complaints which are the subiect of legal proceedings:

Complaints which fall outside the definition of bullving/harassment/sexual
harassment which are processed through other agreed procedures e.g. the
nationallv agreed grievance procedure:

Complaints of bullving/harassment/sexual harassment made bv a student(s)
against emplovees. Such complaints will be dealt with under the appropriate
disciplinarv procedures and/or child protection procedures:

Complaints bv parents. These will be dealt with through other relevant
procedures.

Management will ensure that this policvy is implemented in an effective and

timelv manner. It is important to note that availing of the processes in this policv

in no wav effects the complainants’ right to make a statutorv complaint under
the Emplovment Equality Acts 1998 to 2015.
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While it is a decision for the complainant asvibether s/he invokes this Policy or not, in most
cases, the informal route and specifically mediation, is the preferred approach of ACCS
(representing school management) and unions representing staff in the sector.

Whether formal or informal, a complaint must be made within six months of the latest incident(s)
of alleged bullying/harassment/sexual harassment. In exceptional circumstances, 4nersilx

time limit may be reviewed. The decision on whether to admit Begation under this Policy
outside of this time limit rests with the Principal

Informal Procedure
Stage I Informal Procedure using either:

1.1Selfinitiated attempt at informal resolution

1.2 Discussion with a contact person

1.3 Assisted attempt at informal resolution with thlesignated person
1.4 Mediation

1.1 SelfInitiated Attempt at Informal Resolution

An employee (the complainant) who feels that he/she may have been subjected to
bullying/harassment/sexual harassment should immediately ask the person engaging in this
behaviour (the respondent) to stop. It may be possible and sufficient for the comptaman
explain clearly to the respondent that the behaviour in question is unwelcome, that it
offends them or makes them uncomfortable and that it interferes with their work. A
complainant should make an appointment and discuss the matter with the respomdtmnt

a view to resolving the complaint. In many situations this approach is effective, as direct
O2YYdzy AOFiA2y 06S06SSy (KS O2YLX I AYylyd | yR
build both understanding and awareness. It can often be the case thatsop is not aware

of their behaviour, that it is unacceptable or the impact which it has on the other person.

Resolution at this stage could involve an apology from one person to another and/or a
clarification of the circumstances from one person to another and/or an agreement that the
unacceptablebehaviourwill not happen again.

4This will be the Chairperson of the Board of Management where the Principal is a party to the complaint.






