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Dignity in the Workplace 
and Workplace Bullying & Harassment
St. Attracta’s Senior National School, Meadowbrook, Dublin 16.

INTRODUCTION 
It is the policy of the Board of Management of St. Attracta’s Senior School to promote an environment within which all employees will be treated with dignity. This school is committed to a positive work environment where work is done in an atmosphere of respect, collaboration, openness and equality. 

The Board of Management further recognises that all employees have the right to a workplace free from bullying and harassment (including sexual harassment) and is fully committed to ensuring that all employees are able to enjoy that right. 

It is recognised that harassment and bullying can seriously damage working and social conditions and it will not be tolerated during the course of work or any other activity of the school. 

There is a responsibility on all employees to be aware of this policy and to promote a working environment free of threat, harassment and intimidation. It is important to distinguish harassment, including sexual harassment, from normal social interaction at work involving mutually acceptable behaviour.

This policy applies to harassment not only by staff but also by any person with whom an employee might reasonably expect to come in contact in the course of his/her school activities including visitors to the school. In any case, the commitment to a positive workplace, where dignity at work is respected, prevails. 

AIMS AND OBJECTIVES

This policy aims to raise awareness among staff about the importance of fostering positive working relations with one’s colleagues and to give practical guidance to employers and employees on:

· What is meant by workplace bullying and sexual harassment

· How it may be prevented

· What steps to take if it does occur to ensure that adequate procedures are readily available to deal with the problem and to prevent its reocurrence.

This policy also aims to ensure that the Board of Management of St. Attracta’s Senior National School is compliant with current legislation in relation to the Health & Safety Act 2005 and the Code of Practice on the Prevention of Workplace Bullying (May 2007). 
The policy will also refer to the Guidelines on Managing Safety, Health and Welfare in Primary Schools (2017).

RECOMMENDED GOOD PRACTICE
The Board of Management of St. Attracta’s Senior School endorses the Dignity in the Workplace Charter issued by the Health and Safety Authority.  Accordingly, this charter is prominently displayed in our school. (Appendix 1)
The Board of Management of St. Attracta’s Senior School further recognises the importance of promoting positive harmonious relationships within the school community by ensuring that all people, both adults and pupils, are treated with dignity and respect.  It is agreed that we will work to make this school a good place to work. To that end, in our school, we aim to create a supportive workplace atmosphere in which:
· Regular, transparent, open and direct communication and opportunities for debate are encouraged.

· Collaborative decision making and constructive discussion based on consultation within the school community is fostered.

· The different roles performed in the school by each member of staff (teaching and non-teaching) are acknowledged and affirmed.
· There is fair treatment of all staff (including fair systems of selection and promotion in line with agreed procedures)

· The entitlement of each member of staff to be treated with respect and dignity is recognised.

· An awareness of the importance of demonstrating a sense of fair play, tolerance and goodwill is created.

· It is recognised that there are certain behaviours which are not acceptable among staff members and which create negative staff relations.

· It is recognised that it is critical to resolve conflict at the earliest opportunity before it is allowed to fester and result in inevitable conflict.

· All staff are aware of and have access to copies of school policies and procedures covering curricular and administrative areas.

· These policies are implemented fairly and consistently and where the Board of Management will ensure their implementation. 

WHAT IS WORKPLACE BULLYING?
Bullying is a workplace issue and a human relations issue. Harassment or bullying in any form is unacceptable. It is based on a person’s standing within one of the nine categories (or grounds) specified in Employment Equality  legislation
, which outlaws discrimination on nine distinct grounds – gender, marital status, family status, sexual orientation, religious belief, age, disability, race and membership of the travelling community. (See Appendix 2)
For the purposes of the procedures outlined in this document, the Board of Management has adopted this definition of workplace 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.

Bullying behaviour generally amounts to psychological abuse which causes serious pain and suffering.  Studies have shown that any person may become a target, irrespective of their personality or ability. In addition to its unacceptable effects on persons who are its targets, workplace bullying and harassment is extremely detrimental to organisational effectiveness.

In summary, workplace bullying can take many different forms, which usually include:

· Purposely undermining someone;

· Targeting someone for special negative treatment;

· Manipulation of an individual‘s reputation;

· Social exclusion or isolation;

· Intimidation;

· Aggressive or obscene language;

· Jokes that are obviously offensive to one individual by spoken word or email;

· Intrusion by pestering, spying and stalking;

· Unreasonable assignments to duties which are obviously unfavourable to one individual;

· Repeated requests with impossible deadline or impossible tasks 

Key factors of workplace bullying are that the behaviour is generally:

· Persistent

· Unwanted

· Subtle

· Non-physical

The exercise of legitimate management functions, in a reasonable and fair manner, does not constitute bullying and this view of the Board of Management is endorsed by the INTO.

WHAT IS SEXUAL HARASSMENT?
Harassment is any form of unwanted conduct related to any of the discriminatory grounds. Sexual harassment is any form of unwanted verbal, non–verbal or physical conduct of a sexual nature. In both cases it is conduct 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 Employment Equality Act (1998) defines sexual harassment as any act of

	· Physical intimacy - This may include unwanted physical contact such as unnecessary touching, patting, pinching or brushing against another employee's body, assault or coercive sexual intercourse. 
· Verbal conduct of a physical nature - This includes unwelcome sexual advances, propositions or pressure for sexual activity, continued suggestions for social activity outside the workplace 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 may include the display of pornographic or sexually suggestive pictures, objects, written material, emails, text-messages or faxes. It may also include leering, whistling or making sexually suggestive gestures3



MAKING A COMPLAINT OF WORKPLACE BULLYING/ HARASSMENT
Any employee who feels he or she has been or is being bullied or sexually harassed should ask the perpetrator to stop.  Where this form of action is unsuccessful the employee may report the matter to any of the following school personnel – the Principal, the Deputy Principal, INTO staff representative or teacher/member of the Board of Management or Chairperson of the Board of Management of St. Attracta’s Senior School.

Without prejudice to an individual’s right to take such advice or steps as they themselves may decide, the Board of Management will take seriously any allegations or workplace bullying or harassment. 

Any complaint of harassment shall be fully and properly investigated by the Board of Management and if substantiated, will be regarded as grounds for disciplinary action up to and including dismissal.  

An attempt will be made to resolve the matter informally if appropriate. If it is not possible to resolve the matter informally, a formal complaints procedure as agreed by the INTO and management bodies shall be applied. This procedure is outlined in the INTO Members Handbook4 and the CPSMA Management Board Members Handbook5.

No record of any complaint will be registered on an employees’ file unless a formal procedure as outlined in these documents is applied.

Supportive and effective procedures, in accordance with nationally agreed practice, are in place in this school. These procedures to address and investigate allegations will focus on the earliest possible resolution, will proceed as necessary from informal to formal stages and insofar as possible, confidentiality will be ensured at all times during the investigation for all parties involved. In seeking a resolution, due respect shall be had for the rights of the complainant and the alleged perpetrator. 

It is the policy of the school that issues of harassment are best dealt with within the school. However, no aspect of this policy affects any employees’ individual legal rights to take their complaint outside of the school.

CONCLUSION

The Board of Management has a duty of care towards employees. Similarly, employees have a duty of care towards one another. This policy seeks to set out principles and practices to support the exercise of that duty in our school and to ensure that each and every member of the school community experiences dignity in the workplace.
Together we are committed to building and maintaining a work environment where respectful, open and equal relationships are the norm. In summary, we are committed to having a good place to work.    

MONITORING, EVALUATION AND REVIEW
Members of staff and other school personnel along with the Board of Management have been involved in the preparation of this policy. A copy of this policy will be given to all employees on their appointment to a position within St. Attracta’s Senior School. 

This policy was prepared in 2004, reviewed in 2007 and will be reviewed regularly and as deemed necessary. The views and opinions of the partners in education are welcome at all times. 

 St. Attracta’s Senior National School.

Dignity in the Workplace Charter

(Signed annually by ALL staff, following reminder of the core tenets at the first Cruinniú Foirne of the year)

Mission Statement
St. Attracta’s Senior National School is a Catholic co-educational primary school which provides a happy caring and secure learning environment in which the individual student is enabled to achieve his/her full potential. St. Attracta’s Senior National School promotes excellence in teaching and learning. The school community that we create is welcoming, safe, respectful and inclusive of all its members. All aspects of the child, academic, spiritual, moral and cultural are cherished. 
I  ___________________,  as a member of the staff of  St. Attracta’s Senior National School  commit to upholding and promoting the following values and vision for our school.                                                         I accept my individual and collective rights and responsibilities as outlined below.
1. School  Values. (Insert agreed and owned school values) e.g
Respect
Kindness

Happiness
Compassion

Honesty

Courage
2. School Vision.

Insert agreed, understood and owned school vision of St. Attracta’s Senior School.    This may also be linked to the school’s mission statement above.

3. Rights -  Insert Agreed Rights 
a. To work in a happy and safe environment 

b. To be treated with kindness and respect 

c. To be treated with equality and fairness

d. To have access to a support mechanism for dealing with conflict 

e. To have one’s privacy respected and safeguarded 

4. Responsibilities - Insert agreed responsibilities 

a) I accept individual and collective responsibility for ensuring that the school is a happy and safe environment for us all 
b) I will treat others with kindness and respect.
c) I will treat others with equality and fairness
d) I will do my best to be helpful
e) I will participate in the agreed mechanism outlined below for dealing with conflict - should the need arise 
f) I will respect and safeguard the privacy of others.
g) I commit to upholding the five core values of the school which are: 
e.g. Respect, Kindness, Happiness, Compassion, Honesty, Courage,  etc
Signed:__________________________     Date : ___________________________
NOTE: USE OF RESTORATIVE PRACTICE IS A POWERFUL AND EFFECTIVE TOOL

FOR MANAGING CONFLICT







 OR 

THE FOLLOWING PROCEDURES (OVERLEAF) PROVIDE AN ALTERNATIVE APPROACH

g
5. Mechanism for Conflict Resolution

A.

Step 1: Identify the issue                                                                                                                              
· Having identified the issue be aware of context and sensitive to demands being made on other person. 
· Assess possible impact against your actual intent
· Leave your JCB at the door and use your CCC
Step 2: Choose a good time and place 

Step 3: Bring the issue to the person
· Don’t ‘gossip’ about doing this, either before or after the conversation.                                    
·  We need to be careful about what is/isn’t our/others’ business. However, it is okay to seek advice from a trusted colleague who respects confidentiality.
Step 4: Broaching the issue.

Possible examples of how to start….
· Can we have a chat about something that is bothering me?
· Remember what happened yesterday, it’s been on my mind… could we have a chat about it?
· I am worried/ a bit concerned about something, can we discuss it?
· There is an issue I’d like to discuss.         
B.

Responsibilities of the Speaker 

Be prepared to 
· Start with a positive comment e.g “thanks for taking the time to meet with me” or “I like working with you/ this team/class….”
· Use “I” statement e.g. “when this happens…I feel uncomfortable .....” or “it upset me a bit when I heard you say …..” (don’t blame).
·  Be reasonable e.g. “I know you have a lot to do but I have noticed that ..…”
· Stick with one issue and be specific
· Stay curious … ‘help me understand..’
· Use Restorative Practice question – What happened vs Why etc
Responsibilities of the Listener/Responder

Be prepared to 
· Listen actively – do not interrupt
· Ask clarifying questions - ‘do you mean’? 
· Avoid becoming defensive
· Reflect back…’you are saying….am I right when I hear….?’ 
· Stay open to the fact that the other person has an issue and it has taken courage to address it.
C.  Joint Responsibilities of Speaker and Listener:
· Accept the other person’s point of view – ‘just because you think something is true, doesn’t mean it’s always is true’.

· Try and separate the issue from the personality

· Be willing to compromise – an incomplete resolution may be the only possibility or can you? 

· Agree to disagree.

· Try to settle on a solution that allows for a ‘win-win’ on both sides. If one person leaves the discussion feeling very dissatisfied, then the issue will continue to be an issue.

· Remember this might be the first time that the responder was made aware of the issue and s/he might need a little time to process what has been said. Sometimes it is best to say ‘maybe we should think about this and come back to it again’.
· Watch your body language.

· Watch your tone

· Stay respectful

· End with a positive comment.

· Depending on the issue - make a note of resolution and date it, and agree a date to discuss it again.

· If no resolution can be found, the issue should be brought to the next in line - assistant principal, deputy principal, or to the Principal, who will decide on how best to proceed, depending on the context, and in consultation with the relevant parties.

D. REMEMBER :
·  If you decide not to raise the issue, it is your responsibility not to gossip about it or let it simmer/fester. This will show in your body language and will cause bad feeling so.. 

DEAL WITH IT OR LET IT GO
APPENDIX 1: HSE DIGNITY IN THE WORKPLACE
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See HSE Dignity in the Workplace PDF in Policy Folder
APPENDIX 2: EMPLOYMENT EQUALITY ACTS 1998 & 2004: GROUNDS OF DISCRIMINATION
The legislation prohibits discrimination on the following nine grounds:

1. The gender ground: A man, a woman or a transsexual person (specific protection is provided for pregnant employees or in relation to maternity leave);

2. The marital status ground: Single, married, separated, divorced or widowed;

3. The family status ground: A parent of a person under 18 years or the resident primary carer or a parent of a person with a disability;

4. The sexual orientation ground: Gay, lesbian, bisexual or heterosexual;

5. The religion ground: Different religious belief, background, outlook or none;

6. The age ground: This applies to all ages above the maximum age at which a person is statutorily obliged to attend school;

7. The disability ground: This is broadly defined including people with physical, intellectual, learning, cognitive or emotional disabilities and a range of medical conditions;

8. The race ground: A particular race, skin colour, nationality or ethnic origin;

9. The Traveller community ground: People who are commonly called Travellers, who are identified both by Travellers and others as people with a shared history, culture and traditions, identified historically as a nomadic way of life on the island of Ireland.
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� 	Employment Equality Acts 1998 and 2004.


� 	As defined in the Report of the Task Force on the Prevention of Workplace Bullying, 


               published by the Stationery Office, March 2001





3 Employment Equality Act, 1998 (Code of  Practice) (Harassment) Order 2002 (S.I. No. 78 of 2002) Chapter 7


4 INTO Members Handbook CD, INTO, 2003


5 CPSMA Management Board Members’ Handbook, CPSMA





