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Introduction
A core employment value is the commitment to ensuring that each individual is guaranteed a safe working environment where s/he may expect to be treated with dignity both by management and work colleagues.  This approach is a positive emphasis on the importance of each individual and the contribution s/he makes to the success of the workplace.  It guarantees the optimal working conditions that allow individuals to freely maximise their role in the workforce.  Sound management ethos is based on providing leadership that encourages individuals in this regard.  This is best achieved in our school through the creation and maintenance of a positive working environment where work is done in an atmosphere of respect, collaboration  transparency and equality.
Integral to this employment value and in particular to the principle of mutual respect is the commitment to provide a workplace free from bullying.  
This policy is based on the following Codes of Practice which issued under the Safety, Health  and Welfare at Work Act (2005); Industrial Relations Act (1990); Employment Equality Act(1998):

· The Health and Safety Authority’s Code of Practice for Employers and Employees on the Prevention and Resolution  of Bullying at Work 
· The Labour Relations Commission’s (LRC) Code of Practice Detailing Procedures for Addressing  Bullying in the workplace

· The Equality Authority’s Code of Practice on Sexual Harassment and Harassment at Work      

Objectives of Dignity at Work Policy

· To create and maintain a positive working environment in Scoil Triest Special School, the right of each individual to dignity at work is recognised and protected. A positive work environment is characterised by:
A supportive atmosphere

Good and open communication

Appropriate interpersonal behaviour

Collaboration

Open discussion and resolution of conflict

Recognition, feedback and affirmation as appropriate 

Fair treatment of all staff (including fair systems of selection and promotion in line with agreed procedures)
· To ensure that all are aware of and committed to the principles set out in this policy.
· Confidentiality must be upheld at all times.
The Board of Management of Scoil Triest Special School is committed to providing all employees with an environment that is free from any form of workplace bullying.
The objective of the policy is to eliminate workplace bullying and to contribute to a supportive environment where Staff have the right to carry out the work of the school – the education of the whole person.
The policy guarantees that all complaints will be taken seriously and investigated promptly, and that all parties involved will be treated with respect.

Staff will be protected from victimisation or discrimination for assisting in an investigation.  Victimisation as a result of a member of Staff raising a complaint will not be tolerated.

Role of Senior Management Staff in Implementing the Dignity at Work Policy:

1. Promote an awareness of the Dignity at Work policy among staff 
2. Intervene promptly in any instance where offensive behaviour is brought to your attention

3. Provide a good example by treating all in the workplace with dignity and respect
4. Be vigilant for signs of bullying/harassment

5. Respond sensitively to an employee who makes a complaint of bullying/harassment

6. Explain the procedure to be followed ,as per policy, if a complaint is made

7. Ensure in so far as is practical that the employee is not victimised for making a complaint

8. Monitor and follow up situations after complaint is made to ensure that it doesn’t reoccur

DEFINITIONS
Definition of Bullying

Workplace bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment, which could reasonably be regarded as undermining the individual’s right to dignity at work.  An isolated incident of the behaviour described in this definition may be an affront to dignity at work but as a once off incident is not considered to be bullying.

(Codes of Practice 2002 under the Industrial Relations Act and the Health and Safety at Work Act)
Bullying is not:

· An isolated incident of inappropriate behaviour may be an affront to dignity at work but , as a once –off incident, is not considered to be bullying

· Fair and constructive criticism of an employee’s performance, conduct or attendance

· Reasonable and essential discipline arising from the good management of the performance of an employee at work

· Actions taken which can be justified as regards the safety, health and welfare of the employees.
· Legitimate management responses to crisis situations which require immediate action
· Complaints relating to instructions issued by a manager , assignment of duties, terms and conditions of employment or other matters which are appropriate for referral under the normal grievance procedure. 

Harassment and Sexual Harassment
The Employment Equality Act, 1998 and 2004 specifically deals with harassment in the workplace.  The new code aims to give practical guidance and advice.  Harassment that is based on the following nine grounds – gender, age, marital status, family status, sexual orientation, disability, race, religion or membership of the Traveller Community is a form of discrimination in relation to conditions of employment.

Sexual Harassment
Sexual Harassment is defined in the Equality Act 2004 as any form of verbal, non-verbal or physical conduct of a sexual nature which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for the person.  The unwanted conduct may consist of acts, requests, spoken words, gestures or the production, display, or circulation of written words, pictures or other material.
Harassment

Harassment on the other eight grounds covered by the legislation is any unwanted conduct related to any of the eight grounds (other than gender) and the conduct has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for the person.  The unwanted conduct may consist of acts, requests, spoken words, gestures or the production, display or circulation of written words, pictures or other material.   (Employment Equality Act 2004).
What Constitutes ‘Unacceptable Behaviour’/Workplace Bullying?

Bullying can take a number of forms.  Under the Health and Safety Act there is a requirement that personnel are consulted in respect of acceptable/unacceptable behaviour and that through this consultation process, the staff will have ownership of the policy as it relates to their school/organisation.
A pattern of the following behaviours are examples of types of bullying. It is noted that a once –off incident is not normally considered to be bullying behaviour:

· Exclusion or isolation with negative consequences

· Verbal abuse/insults

· Abuse of power

· Lack of consultation, dialogue and involvement in the process of decision       making

· Physical abuse

· Being treated less favourably than colleagues

· Shouting

· Intrusion – pestering, spying or stalking

· Menacing behaviour

· Intimidation

· Aggression

· Undermining behaviour

· Excessive monitoring of work

· Humiliation

· Withholding work-related information
· Setting unreasonable and unrealistic targets

· Blame for things beyond the person’s control

· Unequal treatment

This list is not exhaustive.

Procedure to Address Adult Bullying/Harassment
The procedure outlined below is taken from the Working Together document.  It is designed to address adult bullying, sexual harassment or other harassment arising in the workplace or otherwise in the course of employment, in a fair and effective manner.  In implementing the procedure, it is recommended that emphasis should be placed on assuring the party who considers that he/she is being bullied/harassed that his/her complaint is acknowledged, that the matter will be investigated effectively and sensitively and in accordance with due process.

Equally, where it is found that bullying or harassment has occurred, the emphasis, firstly, is to ensure that the offending behaviour immediately ceases and secondly, to help the offending party acknowledge that his/her behaviour is unacceptable and that steps must be taken to address the matter constructively thereby avoiding any recurrence.

It is important to ensure that resolution is achieved at the earliest opportunity.  Further, it may be appropriate for the victim or the offender to attend counselling or obtain such other help as may be required.

Stage 1.    Decide to address the matter
1.     The party (Party A) who considers that he/she is being bullied, sexually harassed   

        or harassed on other specified discriminatory grounds, should decide to address 

        the matter.  However, in light of the potential effects of bullying or harassment 

        on an individual, including loss of confidence, extreme upset, anxiety or fear, 

        Party A may initially decide to seek INTO or other assistance, including 

        Employee Assistance Scheme (Spectrum Life, Freephone 1800411057) or other counselling, in order to consider the most appropriate application of the procedures, in the circumstances.

2.     Party A should keep a record of the pattern of behaviour or instances where 
        he/she considers that bullying/harassment has occurred.  The record should 
       contain details such as dates, times, persons present, details of what was said or 

       what occurred.  (Further details on the keeping of records are outlined in 

       section b, pgs 12-13 Working Together)
Stage 2.     Informally address the problem

1.     The party who considers that he/she is being bullied, sexually harassed or 

        harassed on other discriminatory grounds (party A), should request a meeting 

        with the other party (Party B), in order to discuss matters.  The following should 
        apply:

· Where necessary, the meeting may be facilitated by a third party, agreeable from a member of Scoil Triest staff.
· Party A should clearly outline his/her difficulties and should clearly object to the bullying/harassment and request that it stop

· It is important that party A bear in mind, that the other member of staff may not be aware that his/her behaviour is causing difficulty

· Both parties should seek to resolve their differences and establish a pattern of interaction exclusive of any forms of bullying/harassment

· Party B may respond to party A at that meeting or if requested, should be given an opportunity to consider his/her response, in which case the meeting may be adjourned.  Party B should respond in a constructive manner

· The resolution, as appropriate, may include any of the following, e.g. a commitment to cease the particular behaviour, modify the behaviour, plan to eliminate situations where the parties would be in conflict or monitoring.  Alternatively, it may emerge as a result of the discussions between the parties, that there may have been a degree of misunderstanding in relation to certain behaviours and the resolution may make provision for compromise or appropriate explanation or acknowledgement.

2.     If there is no satisfactory indication of resolution between the parties, Party A 

        should refer the complaint to stage 3 i.e. formal procedure
Stage 3    Principal teacher or chairperson of the Board of Management

1.     Stage 3 provides a mechanism for the principal teacher to intervene and resolve  

        the matter.  However, if the principal teacher is one of the parties, the 

        chairperson of the board of management, should then be involved, in an 

        individual capacity, in order to achieve resolution.  In circumstances where the 

        chairperson may also be involved at stage 2, another member of the board, may 

        be designated to intervene.

2.     Party A should advise Party B that he/she is proceeding with stage 3.

3.     Party A should state his/her complaint in writing and request the principal 

        teacher (or chairperson of the board of management, as the case may be) to 

        investigate the matter.
4.     The principal teacher (or chairperson of the board of management, as the case 
        may be) should:

· Obtain background details including details of what occurred at the previous stage

· Consider the pattern of behaviour and the timescale

· Hear the parties and seek to resolve the matter

· Act in a fair and impartial manner and deal with the matter sensitively having regard to the nature of the problem and the principles of due process

· Exercise judgement and make decisions which he/she considers necessary to resolve matters

5.     The outcome of the discussions should be noted by the parties

6.     The matter should be dealt with confidentially

7.     Where resolution has not been possible and particularly, where there is a 
        likelihood of the offending behaviour continuing, either party or the principal 
        teacher (or chairperson of the board of management as the case may be) should 
        refer the matter to the board of management in accordance with stage 4 below.
Stage 4   Board of Management

1.     It is open to any of the parties or the principal teacher (or chairperson of the 
        board of management, as the case may be) to refer the matter to the board of 
        management for investigation.  The referral should be in writing and dated and 
        should include a copy of the written complaint.
2.     The board of management should consider the issues and investigate the matter:

· The board may enquire into the background of the difficulties including obtaining details on the sequence of initiatives taken at previous stages

· The board or the chairperson of the board may meet teachers individually or collectively and may also request written submissions from the parties, having regard also to the principles of due process

· The board may request the principal teacher to furnish a written submission

· The board may afford the parties an opportunity to present their case orally at a board meeting, in each other’s presence
· Following oral presentations the board of management may designate the chairperson to meet with the parties again, separately or jointly, if further clarification is required or to work towards resolution

· The board of management may convene a number of meetings in order to achieve resolution

· The board of management shall act in a fair and impartial manner in order to achieve resolution and shall deal with the matter sensitively, having regard to the nature of the problem

3.     Having considered all matters, the board of management should reach a view on 

        the matter not later that 20 school days after receipt of the written 

        requests/referral.

4.     Where the board of management finds that bullying/harassment has not occurred, 

        both parties should be informed accordingly.  No action shall be taken against 

        the complainant provided the allegation was made in good faith.  If the complaint 

        was brought maliciously, it should be treated as misconduct and appropriate 

        action taken.

5.     Where the board of management finds that bullying/harassment has occurred, the 

        board should deal with the matter appropriately and effectively.  This may 

        include:

· The issuing of a clear warning that bullying/harassment is not acceptable in the school workplace and that it will not be tolerated

· A demand that all forms of bullying/harassment cease and that acceptable patterns of interaction be established between the parties

· An instruction to the offending party that he/she apologies/express regret or give an assurance that the bullying/harassment behaviour will cease

· Seeking a commitment to attend counselling or the welfare service

· More serious disciplinary sanctions as may be commensurate and appropriate, such as:

Oral warning

Written reprimand

Written warning

Final written warning

Suspension

Dismissal

6.     As part of any resolution, the board of management should monitor the situation 

        and should put systems in place to ensure that it is kept informed that resolutions 

        are being implemented.  The board of management should keep matters under 

        review.
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