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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 and to have 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 core values as ñcare, respect, 

community, inclusion, equality, justice and fairness.ò All 

staff are valued for their professional experience, 

knowledge and expertise and for their contribution 



 

 

within the school community, whether inside or outside 

the classroom.  

We take pride in creating and maintaining 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 

and/or actions do not have an intended or unintended 

negative impact on our colleague(s).  In this regard, we 

recognise the value of a respectful environment where 

we can positively address conflict and safely ñcall-outò 

bullying behaviour.  Research shows that the effects of 

bullying and harassment may be physiological, 

psychological and behavioural.  Those who are bullied 

are at an increased risk of suffering stress.  We 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 itsô centrality in our Dignity in 

the Workplace Policy. Our motto ñNi Neart go Chur le 

Cheile.ò Is a fitting summary statement for this policy. 
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2 DIGNITY AT WORK POLICY & PROCEDURE 

Policy Statement 

The Association of Community and Comprehensive Schools (ACCS), the Association of Secondary 

¢ŜŀŎƘŜǊǎ ƻŦ LǊŜƭŀƴŘ ό!{¢LύΣ Chw{! ŀƴŘ ǘƘŜ ¢ŜŀŎƘŜǊǎΩ ¦ƴƛƻƴ ƻŦ LǊŜƭŀƴŘ ό¢¦Lύ ƘŀǾŜ Ƨƻƛƴǘƭȅ ŀƎǊŜŜŘ 

ǘƘƛǎ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜ όάǘƘƛǎ ǇƻƭƛŎȅέύ ǿƘŜǊŜōȅ ōǳƭƭȅƛƴƎκƘŀǊŀǎǎƳŜƴǘ/sexual harassment in 

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.I. No.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 of bullying 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 

¢Ƙƛǎ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜ όάǘƘƛǎ tƻƭƛŎȅέύ ƛǎ ǎǳōƧŜŎǘ to review no later than two years from the date 

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 be treated with dignity 

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 



 

   

 

  

 

 

 

 

 

 

 

 

 

            

 

 

        

 

 

 

 

 

 

  

 

  

  

  

  

 

           

 

  

  

             

 

  

  

  



4 DIGNITY AT WORK POLICY & PROCEDURE 

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 have a positive 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 an informal 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 course of 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. 

aŀƪƛƴƎ ŀ ŎƻƳǇƭŀƛƴǘ ǳƴŘŜǊ ǘƘƛǎ ǇƻƭƛŎȅ ǿƛƭƭ ƴƻǘ ŀŦŦŜŎǘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎǘŀǘǳǘƻǊȅ ǊƛƎƘǘǎ ƻǊ ŜƴǘƛǘƭŜƳŜƴǘ 

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 occurrence of harassment/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 obligation to cooperate 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.  



 

   

 

   

 

  

 

  

 

  

 

 

 

 

 

 

              

         

 

 

  

 

 

  

  

  

 

  

  

  

  

  

  

              
 

  



6 DIGNITY AT WORK POLICY & PROCEDURE 

ω ¦ƴŘŜǊƳƛƴƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ŀǳǘƘƻǊƛǘȅΣ ǿƻǊƪ ƻǊ ŀŎƘƛŜǾŜƳŜƴǘǎΤ 

ω Excessive monitoring of work; 

ω Humiliation; 

ω Withholding work-related information; 

ω .ƭŀƳŜ ŦƻǊ ǘƘƛƴƎǎ ōŜȅƻƴŘ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎƻƴǘǊƻƭΦ 

ω Malicious gossip 

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

ω Manager/supervisor to employee; 

ω Employee to supervisor/manager; 

ω One employee to another (or group to group); 

ω Non-employee to employee; and 

ω Employee/supervisor/manager to non-employee. 

B. Harassment1 

Harassment is any form of unwanted conduct related to any of the discriminatory grounds 

outlined below2, ōŜƛƴƎ ŎƻƴŘǳŎǘ ǿƘƛŎƘ Ƙŀǎ ǘƘŜ ǇǳǊǇƻǎŜ ƻǊ ŜŦŦŜŎǘ ƻŦ ǾƛƻƭŀǘƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ŘƛƎƴƛǘȅ 

and creating an intimidating, hostile, degrading, humiliating or offensive environment for the 

person. Such unwanted conduct may consist of acts, requests, spoken words, gestures or the 

production, display or circulation of written/verbal words or other material. 

Harassment includes situations where the employee does not have the relevant characteristic 

under the discriminatory grounds but the perpetrator does not believe that 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:  

ω Verbal harassment-jokes, comments, malicious gossip, ridicule or songs; 

ω Written harassment-including faxes, messaging, emails or notices or social media; 

ω Physical harassment-jostling, shoving or any form of assault or other forms of unwanted 

physical contact; 

ω Intimidatory harassment-gestures, 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. 



 

   

  

   

  

 

 

  

 

 

 

 

           

 

   

 

 

  

          

 

  

 

             

 

 

            

 

 

 

  

 

 

 

  

  
  



8 DIGNITY AT WORK POLICY & PROCEDURE 

The Employment Equality Acts 1998 - 2015 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 become 

unwelcome.  

In addition, to constitute harassment/sexual harassment under the Employment Equality Acts 

1998 - нлмрΣ ǘƘŜ ōŜƘŀǾƛƻǳǊ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ǇǳǊǇƻǎŜ ƻǊ ŜŦŦŜŎǘ ƻŦ ǾƛƻƭŀǘƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ŘƛƎƴƛǘȅ ŀƴŘ 

creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.  

Key points 

Investigations into bullying/inappropriate behaviour/harassment 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). Similarly, actions taken which can 

be justified as regards the safety, health and welfare of employees3  do not amount to 

bullying/harassment/sexual harassment.  

For example, an employee whose performance is continuously signalled at 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 is not Bullying:  

ω !ƴ ƛǎƻƭŀǘŜŘ ƛƴŎƛŘŜƴǘ ƻŦ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ōŜƘŀǾƛƻǳǊ Ƴŀȅ ōŜ ŀƴ ŀŦŦǊƻƴǘ ǘƻ ŀ ǇŜǊǎƻƴΩǎ ŘƛƎƴƛǘȅ ŀǘ 

work but, as a once-off incident, is not considered to be bullying; 

ω CŀƛǊ ŀƴŘ ŎƻƴǎǘǊǳŎǘƛǾŜ ŎǊƛǘƛŎƛǎƳ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΣ ŎƻƴŘǳŎǘ ƻǊ ŀǘǘŜƴŘŀƴŎŜΤ 

ω Reasonable and essential discipline arising from the appropriate management of the 

performance of an employee at work; 

 
3 HSA 2007 Code of Practice. 



 

   

  

  

  

 

   

  

  

 

  

 

  

 

  

 

 

  

 

 

  

 

  

 

 

  

  

 

 

  

 

 

            

 

 

 

 

 

  



10 DIGNITY AT WORK POLICY & PROCEDURE 

While it is a decision for the complainant as to whether 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, the six-month 

time limit may be reviewed. The decision on whether to admit an allegation under this Policy 

outside of this time limit rests with the Principal4. 

Informal Procedure  

Stage I ï Informal Procedure using either: 

1.1Self-initiated attempt at informal resolution 

1.2 Discussion with a contact person 

1.3 Assisted attempt at informal resolution with the designated person 

1.4 Mediation 

1.1 Self-Initiated 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 complainant to 

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 respondent with 

a view to resolving the complaint. In many situations this approach is effective, as direct 

ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ŎƻƳǇƭŀƛƴŀƴǘ ŀƴŘ ǘƘŜ ǊŜǎǇƻƴŘŜƴǘ όǘƘŜ άtŀǊǘƛŜǎέύ Ŏŀƴ ƘŜƭǇ ǘƻ 

build both understanding and awareness. It can often be the case that a person 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 

unacceptable behaviour will not happen again. 

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




