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Respect & Dignity in the Workplace Policy  

 
Mission Statement 
St Sylvester’s Infant School is committed to creating and maintaining a positive work 
environment for all, upholding the core values of respect, openness and equality through 
the collaboration of all Staff, Pupils and the Wider Community. 
 
Introduction 
The Respect and Dignity in the Workplace Policy has been adopted by St Sylvester’s 
Infant School to promote and maintain a workplace free from disrespectful behaviour 
and bullying. 
 
A number of background documents were referenced whilst putting this document 
together.  These documents are: 
 
 

• Supporting each other (IPPN) 
• Working Together Procedures and Policies for Positive Staff Relations    (INTO, 

2000) 
• Assaults on Staff in Primary Schools (DES circular 40/97) (Appendix A) 
• Non-Fatal Offences against the Person Act 1997 
• Education (Welfare) Act 2000 
• Safety, Health and Welfare at Work Act 2005 
• Code of Practice for Employers and Employees on the Prevention and Resolution 

of Bullying at Work 2007 - HSA 
• A positive Work Environment – Code of Practice of the Equality Authority 

Legislatively underpinned by SI 78 of 2002 - Employment Equality Act 1998 
(Code of Practice) (Harassment) Order 2002 

 
This list is not exhaustive and is reflective of only a small number of documents related 
to this topic. 
 
St. Sylvester’s Infant School has separate policies on (i) Sexual Harassment and Adult 
Bullying, (ii) Code of Behaviour, (iii) Health and Safety at Work (iv) Communication 
between Teachers and Parents. These policies complement the Respect and Dignity in 
the Workplace Policy, to help safeguard the dignity of staff in the workplace. 
 
 



Objective of this Policy 
All employees have the right to be treated with dignity and respect. The staff of St. 
Sylvester’s Infant School recognises that everyone has a part to play in the modelling 
and promotion of good behaviour. A common goal is shared within the school - that 
each pupil and staff member will experience respect in our school and that staff, pupils 
and visitors will show respect for others, as modelled by interactions between: -  
 
 

• staff/staff 
• staff/pupil 
• staff/parent  
• parent/staff  
• staff/Principal and 
• staff/Board of Management. 

 
The staff of St. Sylvester’s Infant School will not tolerate, and will seek to prevent 
behaviour which is not appropriate, including lack of mutual respect, adult bullying, 
using raised, intimidating voices or shouting at colleagues/pupils and harassment in the 
workplace.  
 
Definition of Disrespect, Bullying & Harassment in our Community 
Our School Team has adopted the definition of adult bullying as set out by the Task 
Force (2001): 
 

‘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’. 

 
We view harassment as ‘unwanted 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.’ 

 
We recognise that harassment is any form of unwanted conduct related to any of the 
following grounds: 
 

i. Gender 
ii. Civil status 
iii. Family status 
iv. Sexual orientation 
v.  Religious belief  
vi.  Age 
vii. Disability 
viii. Race, colour, nationality or ethnic or national origin 
ix. Membership of the Traveller community 



 
We recognise that bullying and harassment complaints may arise among work 
colleagues, but may also arise in relation to visitors to the school.  In either case, our 
commitment to a positive workplace where dignity at work is respected, prevails. 
 
The following behaviour(s) may occur in the course of bullying 
 
 

• Verbal abuse/insults, undermining remarks   
• Aggression 
• Excessive monitoring of work     
• Intimidation 
• Withholding work-related information    
• Unequal treatment 
• Exclusion, with ensuing negative consequences  

 
This list is not exhaustive.  
 
St. Sylvester’s Infant School recognises that such behaviour perpetrated on another may 
emanate from pupils, parents, guardians, other staff members, visitors or intruders. This 
can amount to psychological/physical abuse which may cause serious pain and 
suffering. The above behaviours hinder the effectiveness and diminish the morale of the 
school and, as such, any incidents of this kind will be taken very seriously by the Board 
of Management of St. Sylvester’s Infant School. 
 
This policy aims to ensure the creation of a positive environment and safe place of work 
for employees, which will prevent or minimise the occurrence of such behaviour.  Where 
bullying or harassment does occur, it will be dealt with through agreed procedures, as 
in our school’s Sexual Harassment and Adult Bullying policy. 
 
External Liaison 
DES circular 40/97,“ASSAULTS ON TEACHERS /SCHOOL EMPLOYEES” recommends 
that communication between home and school should be frequent, open and positive. 
The circular recommends that schools should advise parents/visitors to schools as 
follows: 
 
Admitting parents/visitors to the school 
Parents who wish to have a consultation with a class teacher are encouraged in the 
September group meetings to make a prior appointment with the relevant teacher.  In 
urgent cases where a pre-arranged appointment is not appropriate, parents are 
encouraged to report in the first instance to the school Secretary/Principal. Parents are 
not permitted to approach classrooms directly during teaching time. Specifically, access 
to teachers should be on an “appointment only” basis where the circumstances of a 
meeting are likely to provoke a confrontation.  In cases of bullying or harassment the 
teacher in question will not be alone in the interview. The school has a clear complaints 
procedure in place, as outlined in the Sexual Harassment and Adult-Bullying Policy. 
 



Parent/Teacher Meetings 
Arrangements for the conduct of formal parent teacher meetings are addressed in the 
School Plan. Parents are given adequate notice regarding the timing of such meetings 
and encouraged to raise issues of concern.   
 
Where sensitive issues are the subject of discussion, arrangements should be made for 
conducting such interviews in private. Care is taken to ensure that parent/teacher 
consultations do not take place within the hearing of other pupils and/or other parents. 
 
Further detail is found in the school’s Communication between Teachers and Parents 
Policy. 
 
To safeguard and promote dignity in the workplace, the following guiding principles 
apply: 
 
 

• Management structures, roles and responsibilities are respected 
• Staff have the right to voice opinion and outline point of view 
• The privacy of others is respected  
• Recognition and praise are unreservedly given when appropriate 
• Criticism and blame are always discouraged 

 
When staff demonstrate consistent mutual respect in the school environment, pupils are 
motivated to behave in a similarly respectful manner. 
 
However, if an allegation of disrespectful behaviour, bullying or harassment is made, 
the  Principal/Board of Management will take the matter seriously.  
 
Whilst acknowledging that any staff member has the right to take such advice or steps 
as they themselves may decide appropriate. and it is accepted that the: – 
 
 
 

• Supportive and effective procedures, in accordance with nationally-agreed 
practice, are in place in St. Sylvester’s Infant School with reference to the – 

o IPPN document ‘Supporting each other’ 
o INTO document ‘Working Together’ (kept in the staffroom) and 
o Departmental Circular 40/97 – ‘Assaults on Staff in Primary Schools’. 

 
 

• These procedures will address and investigate allegations, focusing on the 
earliest possible resolution and will proceed as necessary from informal to formal 
stages, in a confidential manner. It is an intrinsic function of effective leadership 
that management, should promote positive relations. In particular, where there 
are relations difficulties in a school, management should support initiatives, 
including training and facilitation, to deal with matters. In addition, if there is 
unacceptable behaviour perpetrated by one staff member against another, 



management may be required to invoke disciplinary action against the teacher 
concerned, subject to the normal principles of due process.  

• It is also the responsibility of management to monitor the initiatives put in place 
to restore/promote positive working relations. (INTO document “Working 
Together”, page 13) 

 
Complaints Procedures to Address Staff Relations Difficulties 
The steps taken by the school to address teaching staff relations difficulties are set out 
clearly and at length in the INTO document “WORKING TOGETHER-PROCEDURES 
AND POLICIES FOR POSITIVE RELATIONS”.  This document is attached to this policy 
as Appendix 1. 
 
The steps to address ancillary staff relations difficulties are set out in the HSA document 
“CODE OF PRACTICE FOR EMPLOYERS AND EMPLOYEES ON THE PREVENTION 
AND RESOLUTION OF BULLYING AT WORK 2007”.    
 
Assault 
In accordance with Circular 40/97 the definition of assault under the Non-Fatal Offences 
against the Person Act 1997 states: 
 
A person shall be guilty of the offence of assault who, without lawful excuse, 
intentionally or recklessly: - 
 
 
a. Directly or indirectly applies force to or causes an impact on the body of another 
or 
 
 
a. Causes another to believe on reasonable grounds that he or she is likely to be 
immediately subjected to any such force or impact, without the consent of the other. 
 
Steps to be followed in the event of an assault: DES Circular 40/97It is accepted that 
judgement must be exercised in each case. However, the following elements should be 
included in each procedure: - 
 
 
• The incident should be immediately reported to the Principal/another colleague. 
• Details of the incident should be recorded in an Incident Book, kept for this purpose 

in the workplace located in the Principal’s office. Situations in which members of 
staff have been intimidated or threatened with violence should also be recorded: 
where necessary immediate medical assistance should be sought. 

• The matter should be reported to the Gardaí, where appropriate. This report would 
normally be made by the teacher who was assaulted. 

• The Board of Management should be notified of the incident and where necessary 
an emergency meeting of the Board should take place.  The Board should notify its 
legal advisors of the assault.  The Board’s insurance company should also be 
notified. 



• Where the assault is by a pupil the matter should be dealt with in accordance with 
the school’s Code of Discipline and as provided for in Rule 130(5) of the Rules for 
National Schools. 

• Repeatedly aggressive pupils should be referred, with the consent of parents, for 
psychological assessment in order to assess the pupils’ social and emotional needs 
and to determine how these can be best met. 

• Where the assault is committed by a parent/guardian, the parent/guardian should 
be immediately instructed in writing not to make direct contact with the 
teacher/school pending full consideration of the matter by the 
Board.  Subsequently the Board should correspond with the parent/guardian 
stating: 
• That the Board considers the assault unacceptable 
• What action the Board intends to take 
• An outline of the pre-conditions that should be met before access to the school 

is restored. 
 
The staff agrees to work together to create and maintain a positive work environment 
through: 
 
 
• A supportive atmosphere 
• Open, clear and effective communication 
• Appropriate interpersonal behaviour 
• Collaboration 
• Genuine / Honest discussion and resolution of conflict 
• Equitable treatment of all staff (this includes fair systems of selection and promotion 

in line with agreed procedures) 
 
Reflecting our commitment to respect and dignity, our Health and Safety Policy has 
been amended to include a commitment to a positive work environment. 
 
Roles and Responsibility 
Each member of the school community of St. Sylvester’s Infant School has a 
responsibility to play his/her part in maintaining a positive work environment; including 
a staff member who may witness behaviour that is not appropriate.  Each staff member 
has a responsibility to raise concerns with the Principal about lack of dignity at work 
and threats to this, in an appropriate and timely manner. 
 
Accepted procedures will be used to investigate and deal with allegations of harassment, 
bullying and other inappropriate behaviour. It is accepted that the procedures used will 
depend on the context.  We have identified such appropriate procedures to be those 
outlined in the documents identified in this Policy. 
 
In Conclusion 
All members of the St. Sylvester’s Infant School community have a duty of care to 
themselves and to each other. 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 of care in 
our school. 
 
Just as disrespectful, inappropriate and undermining behaviour among colleagues is 
taken seriously, so is such behaviour when perpetrated against an employee of this 
school by any other person. 
 
Together there is a commitment to building and maintaining a work environment where 
respectful, open and equal relationships are the norm.   
 
To reflect our commitment to a positive workplace, we have agreed to review this Policy 
every four years.    
 
Ratification and Communication 
Following consultation with all staff members, the Board of Management of St. 
Sylvester’s Infant School has adopted this policy on 15th June, 2020. 
 
The Board of Management reserves the right to add to or amend this policy from time 
to time as deemed necessary. The policy will be reviewed in 2024.  
 
Signed:    

 
__________________  
Mr Michael McKenna,  
Chairperson, 
Board of Management      Date: 13/06/2022 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix A 
 

Circular 40/97 
 

AN ROINN OIDEACHAIS 
DEPARTMENT OF EDUCATION 

PRIMARY BRANCH 
 

CIRCULAR LETTER TO BOARDS OF MANAGEMENT AND PRINCIPALS OF 
NATIONAL SCHOOLS 

 
ASSAULTS ON TEACHERS/SCHOOL EMPLOYEES 

 
The Minister for Education wishes to bring to the attention of the school authorities 
his concern at the increase in the incidents of assaults on staff in primary 
schools.  Violence in the workplace is an issue of grave concern for employees and 
employers alike.  As in other workplaces, school employees are also the victims of 
violence in the workplace.  During the course of their work, school staff may be at risk 
from violence in the form of verbal abuse, threats, assaults or other forms of 
intimidation.  This behaviour may come from pupils, parents, guardians, other staff 
members or intruders. 
 
The Minister is anxious that every effort would be made to create and maintain a 
culture in schools where acts of violence are not tolerated and where incidents, when 
they do occur, are effectively and speedily dealt with. 
 
In this context, the Department of Education wishes to draw the attention of Boards 
of Management to the following issues: 
 
 

• the Board’s duty to provide a safe place of work for employees 
• measures to be taken to prevent or minimise the risk of assaults to teachers or 

other staff employed in schools 
• measures to be taken in support of staff who have been assaulted or threatened 

with assault; and ensuring that appropriate action is taken to safeguard 
against a recurrence. 

 
1 Board’s Duty to provide a Safe System of Work 
The Safety, Health and Welfare at Work Act became operative on 1 November 
1989.  It is an important piece of legislation for Boards of Management and for those 
who work in schools, as schools and colleges were brought under the scope of safety 
legislation for the first time. 
 
The Safety, Health and Welfare at Work Act 1989 requires employers to ensure the 
safety and health of their employees.  It requires employers to draw up a Safety 
Statement: 



 
 

• Identifying the hazards 
• Assessing the risks to health and safety 
• Putting in place appropriate safeguards 

 
In the Education Sector violence should be considered as a potential hazard and 
assessed accordingly and where there is a risk to health and safety from violence 
appropriate safeguards must be put in place.  Account should be taken of the specific 
circumstances that pertain in each school. 
 
There should be consultation with those at risk concerning the measures to be taken 
and monitoring their effectiveness.  Information should be given to staff on protection 
and preventative measures which are essential. 
 
The Safety, Health and Welfare at Work (General Applications) Regulations 1993, 
provides that the Health and Safety Authority must be notified when an accident/ 
incident occurs in the workplace which requires treatment from a registered medical 
practitioner or treatment in hospital.  An accident or incident which results in an 
employee being absent from work for 3 days or more must also be reported to the 
Authority. 
 
2 Preventative Measures 
Boards are urged to consider and implement measures which would prevent or 
minimise the risk of assault to the employees of the Board.  The effectiveness of 
agreed procedures should be reviewed where necessary. 
 
(a) External Liaison 
 
Bearing in mind that communication between home and school should be frequent, 
open and positive, Boards in consultation with the principal and staff of the school 
should promote good practice for the conduct of communication between home and 
school. 
 
In this context schools should develop and circularise to parents, policies to deal with 
the following matters: 
 
 

• Admitting parents/visitors to the school 
Parents who wish to have a consultation with a class teacher should be 
encouraged to make a prior appointment with the relevant teacher.  In urgent 
cases where a pre-arranged appointment is not appropriate, parents should be 
encouraged to report in the first instance to the school secretary/principal.  The 
practice of parents approaching classrooms directly during teaching time 
should be discouraged.  Specifically, access to teachers should be on an 
“appointment only” basis where the circumstances of a meeting are likely to 
provoke a confrontation. 



 
 

• Parent/teacher meetings 
Arrangements for the conduct of formal parent teacher meetings should be 
addressed in the School Plan.  Parents should be given adequate notice 
regarding the timing of such meetings and encouraged to raise issues of 
concern.  Where sensitive issues are the subject of discussion, arrangements 
should be made for conducting such interviews in privacy.  Conducting 
interviews at the classroom door, while simultaneously supervising a class of 
children is not conducive to open communication.  Particular care should be 
taken to ensure that parent/teacher consultations do not take place within the 
hearing of other pupils and/or parents. 

 
 

• Code of Discipline 
Under the terms of Circular 20/90 schools are requested to develop a Code of 
Behaviour and Discipline for Pupils.  This Code should be developed by the 
principal and staff in consultation with parents and approved by the Board of 
Management.  Once finalised, this Code should be notified to parents.  Any 
sanction imposed on a pupil should be in accordance with the Code of 
Discipline.  Procedures for suspending pupils should be clearly set out in the 
school’s Code of Discipline and should be adhered to. 

 
 

• Complaints Procedure 
Boards of Management should have in place a clear procedure for the 
processing of potential complaints.  Some Managerial Associations have 
already negotiated such a procedure with the INTO.  The terms of the 
complaint’s procedure should be notified to parents and parents should be 
encouraged to utilise stages of the procedure where necessary. 

 
(b) Internal Procedures 
The issues of internal school procedures should also be discussed from time to time at 
staff meetings.  Staff should be familiar with all relevant procedures. 
 
In circumstances of increased risk (e.g., schools for young offenders) training should 
be provided for staff: 
 
 

• in identifying potentially violent situations, and 
• in calming down potentially violent situations. 

 
Specific examination should be given to circumstances where staff are: 
 
 

• working alone on the school premises 
• working in an isolated part of the school premises 



• engaged in out of class activities 
• working with pupils with behavioural difficulties 
• engaged in home visiting. 

 
3 Steps to be followed in the event of an assault 
Boards should develop a clearly defined procedure to be implemented in the event of 
an assault on an employee.  This policy should include a clear commitment on the 
Board’s part to be fully supportive of staff who have been subject to violence. 
 
It is accepted that judgement will have to be exercised in each case.  However, the 
following elements should be included in each procedure 
 
 

(i) The incident should be immediately reported to the principal teacher/other 
colleague. 

 
The details of the incident should be recorded in an Incident Book kept for this 
purpose in the workplace.  Situations in which members have been intimidated 
or threatened with physical violence should also be recorded. 

 
 

(ii) Where necessary immediate medical assistance should be sought. 
 
 

(iii) The matter should be reported to the Gardaí, where appropriate.  This 
report would normally be made by the teacher who was assaulted. 

 
 

(iv) The Board of Management should be notified of the incident and where 
necessary an emergency meeting of the Board should take place.  The 
Board should notify its legal advisors of the assault.  The Board’s insurance 
company should also be notified. 

 
 

(v) Where the assault is by a pupil the matter should be dealt with in 
accordance with the school’s Code of Discipline and as provided for in Rule 
130(5) of the Rules for National Schools. 

 
 

(vi) Repeatedly aggressive pupils should be referred, with the consent of 
parents, for psychological assessment in order to assess the pupils’ social 
and emotional needs and to determine how these can be best met. 

 
 

(vii) Where the assault is committed by a parent/guardian, the parent/guardian 
should be immediately instructed in writing not to make direct contact with 
the teacher/school pending full consideration of the matter by the 



Board.  Subsequently the Board should correspond with the parent/ 
guardian stating: 

  
• that the Board considers the assault unacceptable 
• what action the Board intends to take 
• outlining what pre-conditions should be met before access to the 

school is restored. 
 
 

(viii) Applications for leave of absence, in relation to a member who has been 
assaulted, should be forwarded to Primary Payments Section, Department 
of Education, Cornamaddy, Athlone, Co. Westmeath.  Each application will 
be assessed on its merits. 

 
 

(ix) Where an employee’s personal property is damaged in the course of an 
assault, compensation for its replacement value may be paid by the Board 
of Management under the extended school Protection Policy. 

 
John Dennehy, 
Assistant Secretary.       September 1997. 


