
 

 

 Convent Junior School Code of Discipline and Behaviour 

 

(Córas Smachta) 

 

This code is applicable to 95% of students but we recognise that 

there are 5% to who it may not strictly apply to. Other individual 

plans will be put in place for them. 

 

A. Introduction 
 

Our School aims to provide a happy, secure, friendly, learning environment, where 

children, parents, teachers, special needs assistants, ancillary staff and Board of 

Management work in partnership.  Each individual is valued, encouraged and respected 

for their uniqueness and facilitated to reach their full potential in a positive atmosphere. 

 

The school community of parents, school staff and Board of Management have a central 

role to play in the children’s social and moral development just as it does in their 

academic development. As a community we recognise that in seeking to define 

‘acceptable standards of behaviour’ we acknowledge that these are goals to be worked 

towards rather than expectations that are either fulfilled or not. The children bring to 

school a wide variety of behaviour and it is our goal to guide and encourage each child 

towards standards of behaviour which are acceptable and in keeping with a school 

setting. As a school community, we aim to work towards standards of behaviour based 

on the basic principles of respect, honesty, consideration and responsibility for 

ourselves and for one another. 

This revised Code of Behaviour comes into effect on _____.  The code has been 

considered by the Parents Association, Staff and approved by the Board of 

Management.   

 

The code is mindful of the Curriculum, the school’s Health & Safety Statement, Anti-

Bullying Policy, Admissions Policy and Child Protection Policy.  
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B. Rationale 

The  review of the Code of Behaviour was conducted to ensure that it is in compliance 

with legal requirements and good practice as set out in ‘Developing a Code of 

Behaviour: Guidelines for Schools.’ (National Education Welfare Board-2008.) 

  

It is also a requirement under the Education Welfare Act, 2000, Section 23 (1) which 

refers to the obligation on schools to prepare a Code of Behaviour in respect of the 

students registered at the school. It details in Section 23(2), that the code of behaviour 

shall specify: 

  

1. The standards of behaviour that shall be observed by each student attending the 

school. 

2. The measures that shall be taken when a student fails or refuses to observe those 

standards. 

3. The procedures to be followed before a student may be suspended or expelled from 

the school. 

4. The grounds for removing a suspension imposed in relation to a student. 

5. The procedures to be followed in relation to a child’s absence from school. 

   

The policy is also required to put in place procedures which will ensure that the 

individuality of each child is accommodated while at the same time acknowledging the 

right of each child to education in an ordered, secure and disruption-free environment. 

  

Involving and encouraging all members of the school community in developing, 

formulating and reviewing this policy on behaviour will promote partnership, 

ownership and implementation of a ‘living policy,’ one which is actively 

implemented/promoted in the whole school community. 

 

C. Links to School’s Mission Statement.      

 The Convent Junior School is a co-educational, Catholic, primary school which 

strives to provide a well-ordered, caring, happy and secure atmosphere where the 

intellectual, spiritual, physical, moral and cultural needs of the pupils are identified 

and addressed. 



The care of each child is of paramount importance to the staff. As partners, we aim to 

help the children to develop their holistic potential by providing opportunities for 

creative and academic development. 

  

The whole school community of staff, pupils, parents and Board of Management 

endeavours to make this school a welcoming place which celebrates difference, 

tolerance and respect for others. 

 

The Convent Junior School will endeavour to enhance the self-esteem of everyone in 

the school community, to instil in the pupils respect for people and property and to 

encourage them to take responsibility for their behaviour. 

 

D. Discipline for Learning (DFL) 
 

In our school, we have a positive approach to teaching and learning.  Positive rules for 

behaviour in class and out of class are learned by pupils at the beginning of their school 

year.   

 

We have many ways of recognising good behaviour and effect including awards, 

stamps, smiles and positive comments.  Good behaviour and achievement will be 

recognised.  Consistent positive influences are the key to success in our school. 

 

E. Aims of the Code of Behaviour 
  

 To create a positive learning environment that encourages and reinforces good 

behaviour. 

 

 To create a positive and safe environment for teaching and learning. 

 

 To facilitate the education and development of every child. 

 

 To encourage students to take personal responsibility for their learning and for 

their behaviour. 

 

 To foster a sense of responsibility and self-discipline in pupils and to support good 

behaviour patterns based on consideration and respect for the rights and needs of 

others. 

 

 To help young people to mature into responsible participating citizens. 

 



 To promote self-esteem and positive relationships of mutual support among 

students, staff and parents. 

 

 To ensure consistency of response to both positive and negative behaviour. 

 

 To ensure that the school's high expectations for the behaviour of all the members 

of the school community are widely known and understood. 

 

 To encourage the involvement of both home and school in the implementation of 

this policy. 

 

 

F. Restorative Practice 
 

Restorative Practice in our school provides a focus on developing positive relationships 

between all members of the school community.  It gives opportunities for pupils to take 

responsibility for their behaviour and learning.  Restorative Practice is a process 

whereby children are given the opportunity to reflect on their behaviour and how they 

and others have been affected by it so as to help heal broken relationships and prevent 

reoccurrence.  Where suspension occurs, the school will use restorative practice 

involving all parties affected to help repair the harm done.  

 

Restorative Questions to respond to Challenging Behaviour  

 

1. What happened? 

2. What were you thinking about at the time? 

3. What have your thoughts been since? 

4. Who has been affected by what you did? 

5. In what way have they been affected? 

6. What do you think needs to happen to make things right? 

 

 

 

Restorative Questions to help those harmed by other actions  

 

1. What did you think when you realised what had happened? 

2. What have your thoughts been since? 

3. How has this affected others? 

4. What has been the hardest thing for you? 

5. What do you think needs to happen to make things right? 



 

General Guidelines for Behaviour  

 

All pupils are expected to behave in a reasonable manner both to themselves and to 

others, showing consideration, courtesy and respect for other pupils and adults at all 

times.  Respect must be shown at all times.  Respect must be shown for the property of 

the individual and of the school at all times. 

 

G. Code of Behaviour  
 

The code of Behaviour covers the following areas and will be will be addressed through 

our SPHE programme by Class Teachers: 

  

 Behaviour in class 

 Behaviour in the playground  

 Behaviour in the school environment and behaviour on school outings 

 Attendance at school/Education Welfare Act 

 Homework after school and extra-curricular activities. 

 Promoting positive behaviour in the school. 

 Dealing with unacceptable behaviour 

 Suspension / Expulsion. 

 
Pupil Behaviour in Class 

Children will be supported in being courteous and respectful in class. In saying that, we 

acknowledge that some children will need additional support in this regard. Children 

will also be encouraged to make their needs known to the teacher as this can help the 

teacher to support them. 

Pupils however should respect the right of other pupils to learn. Disrespectful behaviour 

towards another pupil or towards a teacher or another member of staff is not acceptable. 

 Classroom Rules / Expectations. 

 Guiding Principles: 

 Use good manners at all times - respect, honesty, consideration and responsibility for 

ourselves and for one another. 

1. Always do your best and allow others to do the same. 



2. Raise your hand and wait for attention and listen to the person who is 

speaking. 

3. Take good care of personal and classroom property.  

4. Ensure you are safe in class and make it safe for others. 

  

At the beginning of each year, the class teacher and the children will discuss the need 

for and devise a list of class expectations / rules.  These will be few in number, 

positively phrased, and displayed in a prominent position in the classroom where all the 

children can see them. Where possible a visual cue should accompany the text of the 

rules/expectations. These should be referred to regularly throughout the year by the 

teacher particularly at establishment times (after holidays, mid-term breaks, and 

weekends.) 

  

Yard Rules / Expectations – General Comment. 

  
Pupils should treat others as they would like to be treated themselves.  Any behaviour 

which endangers or offends others is not permitted.  Rough behaviour e.g. fighting, 

kicking, spitting is forbidden.  Games or activities considered to be dangerous are not 

allowed. Any behaviour which interferes with other pupils play is not permitted.  Pupils 

may not leave the yard for any reason during breaks without permission of the 

supervising teacher, this includes re-entering the school building without permission. 

  

Out of Class / Playground Rules / Expectations. 

  

 Stay within the boundaries in the yard. 

 Play safely and fairly. Treat others fairly, the way you would like yourself to be 

treated. 

 Include and invite others to play. 

 Keep the yard and school environment litter-free and tidy. 

 Respect every child’s property and all school property. 

 Line up quickly and quietly and leave and return to your classroom in an orderly 

fashion. 

  
  

 

 



Behaviour in the School Environment & Behaviour on School Outings 

 Respect and courtesy towards others is expected.  When on school outings, pupils are 

expected to behave in an orderly manner and show respect for public property.  Pupils 

should always co-operate with their teachers and support staff. 

  

School Attendance 

Under the Education Welfare Act 2000, absences must be explained by a brief note 

written and signed by a parent/guardian.  Absences of 20 days or more must be referred 

by the school to the Education Welfare Board.   Ref: School Attendance Policy. 

  

H. Promoting Positive/Acceptable Behaviour. 

Promoting positive behaviour is the main goal of the Code of Behaviour. Students are 

more likely to benefit from their education and to be happy in a structured, caring 

environment, where high standards of behaviour are expected and adhered to. In the 

Convent Junior School we recognise that the quality of relationship between students 

and teachers is one of the most powerful influences on student behaviour. Children will 

be encouraged, praised and listened to by adults in the school. Praise will be given 

generously. Praise will be directed towards the appropriate behaviour as opposed to the 

child e.g. ‘Well done, you waited quietly while I was organising the P.E. 

equipment.’ instead of ‘You are a great girl.’ When behaviour is praised, there is a 

greater chance of that behaviour being repeated in the future.  When behaviour is 

praised, children will also be clear about the reason for the praise and other children 

will strive to copy that behaviour. 

  

The following are some examples of how positive behaviour may be acknowledged. 

 A verbal acknowledgement of the effort and of good behaviour. 

 A positive comment in a pupil’s copy or homework journal. 

 A mention to parent (written or verbal.) 

 A word of praise in front of a group or class. 

 

 A visit to another member of Staff or to the Principal office to acknowledge the 

positive behaviour/effort. 

 Giving a star or other merit sticker. 



 Delegating some special responsibility or privilege to the pupil. 

 Additional ‘Golden Time’ given to preferred activity chosen by the child or 

class. 

 

I. Procedures for dealing with misbehaviour 

Minor Incidents  

All everyday instances of a minor nature are dealt with by the class teacher or the 

supervising teacher.  For repeated incidents of minor misbehaviour or for incidents of 

a more serious nature, parents will be contacted at an early stage so that they can support 

their child in bringing about a change of behaviour. All staff are aware of the importance 

of using a ‘Restorative Practice’ approach when attempting to resolve incidents of 

misbehaviour. When using this approach, the child will be reasoned with and given an 

opportunity to reflect on how his/her behaviour is affecting others or affecting his/her 

own learning. 

 

The degree of misdemeanours i.e. minor, serious or gross, will be judged by the teachers 

and/or Principal based on a common sense approach with regard to the 

gravity/frequency of such misdemeanours, as follows: 

 

Examples of minor misdemeanours: 

Interrupting class work / Arriving late for school / Running in school building / Messing 

around in the class line / Leaving seat without permission during class / Leaving litter 

around school / Not wearing correct uniform /Not working to full potential / Being 

discourteous / Not completing homework without good reason / Not having homework 

signed by a parent when requested to do so / Endangering self/fellow pupils in the 

playground at break time. 

 

The child will be praised for his/her effort in changing behaviour. If the teacher 

perceives that the child is having difficulty in changing behaviour, the teacher should 

access support from other members of staff e.g. Deputy Principal or Principal, with the 

view to creating an ‘action plan’ to bring about the desired change. Every effort will be 

made by the teacher and other staff members to ‘catch the child being good.’ Visual 



reinforcement (stickers, stars) may also be useful with some children. This will allow 

them see their progress in their notebook/chart. 

  

The class teacher or Principal will record cases of repeated minor misbehaviour and 

incidents of a more serious nature in the school’s ‘Behaviour Report Book.’ This will 

allow the school to track an individual student’s behaviour and to check whether efforts 

to change behaviour are working. All interventions aimed at helping the student to deal 

with unacceptable behaviour will be recorded, including contact with parents.  

  

Where a child doesn’t succeed in changing his/her behaviour, having had supportive 

interventions from the class teacher and staff and parents, an assessment may be 

required from an outside agency e.g. Enable Ireland, Child Development Team, 

Primary Care or CAMHS, as there may be a reason for the child’s inability to behave 

appropriately. 

  

Sanctions will be used sparingly and only in a way that helps students to understand the 

consequences of their behaviour and to take responsibility for changing that behaviour. 

Sanctions are part of a plan to change inappropriate/unacceptable behaviour.  (Ref: 

Chapter 8, Developing a Code of Behaviour/ Guidelines for Schools.) 

  

The purpose of a sanction is to bring about a change in behaviour by: 

 helping pupils to learn that their behaviour is unacceptable. 

 helping them to recognise the effect of their actions and behaviour on others. 

 helping children (in ways appropriate to their age and development) to 

understand that they have choices about their own behaviour and that all choices 

have consequences. 

 helping them to learn to take responsibility for their behaviour. 

   

A sanction may also: 

 reinforce the boundaries set out in the Code of Behaviour. 

 signal to other students and to staff that their wellbeing is being protected. 

 

In instances of more serious breaches of school standards, sanctions may be needed to: 

 prevent serious disruption of teaching and learning. 



 keep the student, or other students or adults, safe. 

   

Sanctions should be used at all times in a respectful way that helps students to 

understand the consequences of their behaviour and to take responsibility for changing 

that behaviour.                                                                                      

 

The aim of any sanction is to prevent the behaviour occurring again and if necessary to 

help the pupil devise strategies for this. The following steps may be taken when a child 

behaves inappropriately: 

  

 Reasoning with pupil, stating inappropriate behaviour and advice on how to 

change his/her behaviour.  

 Contact parents-agreed plan of action put in place. (Change of specific 

behaviour rewarded) 

 Verbal reprimand including advice on how to improve. 

 Prescribing of additional suitable work. 

 Temporary separation from peers within class 

 Temporarily removing of student from the classroom to another classroom or 

supervised location for a short period. Parents/guardians will be informed and 

support sought. 

 Loss of privileges. (e.g. Golden Time) 

 

If there are repeated incidents of minor misdemeanours the follow procedure will 

be used: 

1) Send to D-Principal 

2) Send to Principal 

3) Class teacher meets one/both parents 

4) Principal/D-Principal meets one/both parents concerning yard behaviour. 

Serious Misdemeanours 

The following are considered serious misdemeanours: 

 Constantly disruptive in class / Telling lies / Stealing / damaging other pupil’s 

property. 

 Bullying.  



 Back answering or being unmannerly to any member of school staff or visitors.  

Leaving school premises during school day without appropriate permission. 

 Using unacceptable language / Bringing weapons to school. 

 Deliberately injuring a fellow pupil. 

 

Examples of steps to be taken when dealing with serious misdemeanours: 

1) Send to Principal 

2) Principal sends note home to be signed by parent 

3) Principal meets with one/both parents. 

4) Chairperson of Board Of Management informed and parents requested to meet with 

Chairperson and Principal 

 

Gross Misdemeanours 

The following are considered serious misdemeanours: 

 Pupil responsible for serious damage to property e.g. setting fire to school 

property/deliberately leaving taps turned on in classrooms. 

 Aggressive, threatening or violent behaviour towards a teacher or another pupil. 

 Behaviour is persistent cause of significant disruption to the learning of others 

or to the teaching process 

 Continued presence of pupil constitutes a real and significant threat to safety  

 

Examples of steps to be taken when dealing with gross misdemeanours 

Suspension / Expulsion from school. 

 (Reference Chapter 11 and 12 of Developing a Code of Behaviour for Schools, 

National Educational Welfare Board, 2008).  Please note that “ No pupil can be struck 

off the rolls for breaches of discipline without prior consent of patron and until 

alternative arrangements are made for enrolment of pupil at another suitable school in 

the locality”.  

 

 Suspension will be in accordance with the terms of Rule 130(5) of the Department 

of Education’s Rules for National Schools. 

 Exclusion (Suspension or Expulsion) from school in accordance with Rule 130 of 

the Rules for National Schools/Education Welfare Act 2000. 



 Automatic Expulsion  

The Board of Management may sanction automatic expulsion for certain 

prescribed behaviours: 

1. Sexual Assault  

2. Possession of illegal drugs 

3. Supplying illegal drugs to other pupils in the school  

4. Actual violence or physical assault  

5. Serious threat of violence against another pupil or member of staff.  

 

Rule 130(5): Where the Board of Management deems it necessary to make provision 

in the Code of Discipline to deal with continuously disruptive pupils or with a serious 

breach of discipline, by authorising the Chairperson or Principal to exclude a pupil or 

pupils from school, the maximum initial period of such exclusion shall be three school-

days. A special decision of the Board of Management is necessary to authorise a further 

period of exclusion up to a maximum of 10 school-days to allow for consultation with 

the pupil or pupil’s parents or guardians. In exceptional circumstances, the Board of 

Management may authorise a further period of exclusion in order to enable the matter 

to be reviewed. 

  

Expulsion may be considered in an extreme case, in accordance with Rule 130 (6) of 

the Rules for National Schools. 

  

Rule 130 (6): No pupil shall be struck off the rolls for breach of discipline without the 

prior consent of the Patron and unless alternative arrangements are made for the 

enrolment of the pupil at another suitable school. 

 

J. Removal of Suspension (Reinstatement) 

Following or during a period of suspension, the parent/s may apply to have the pupil 

reinstated to the school. The parent(s) must give a satisfactory undertaking that a 

suspended pupil will behave in accordance with the school code and the Principal must 

be satisfied that the pupil’s reinstatement will not constitute a risk to the pupil’s own 

safety or that of the other pupils or staff. The Principal will facilitate the preparation of 

a behaviour plan for the pupil if required and will re-admit the pupil formally to the 

class. 



  

K. Procedures in Respect to Expulsion  

1. Detail investigation by school principal  

2. Recommendation by principal to BoM 

3. BoM considers Principals recommendation and holds hearing  

4. BoM decision, is expulsion appropriate?  If BoM recommends expulsion, the 

BoM will propose a date which will allow a 20-day cooling off period  

5. Education Welfare Officer is informed of proposal to expel pupil and effective 

date of that proposal 

6. Parents of the pupil are informed of rights to invoke a Section 29 appeal under 

the Education Act 1998 

7. Education Welfare Officer arranges consultations  

8. Confirmation of decision. 

 

 

L. Children with Special/Additional Needs. 

 All children are required to comply with the Code of Behaviour.  However the school 

recognises that children with special needs may require assistance in understanding 

certain rules.  Specialised behaviour plans will be put in place in consultation with 

parents and the class teacher, learning support/ resource teacher, and/or Principal as 

appropriate. Cognitive development will be taken into account at all 

times.  Professional advice from psychological assessments will be invaluable. The 

children in the class or school may be taught strategies to assist a pupil with special 

needs adhere to the rules and thus provide peer support.  This will be done in a 

supportive and safe way, acknowledging and respecting the difference in all 

individuals. 

  

It should be noted that the lists provided above consist of examples only: It is not 

meant to be a totally comprehensive list of misdemeanours and procedural steps.  

 

M. Appeal  

Parents of a pupil who has been suspended for 20 school days or more are entitled 

under Section 29 of the Education Act 1998 to appeal such a suspension. 

 



O. Conclusion  

The essence of our code of behaviour is valuing people and encouraging them to accept 

responsibility for their own behaviour and to develop self-discipline.  

 

P. Review  

This policy will be reviewed annually by the Board of Management and presented at 

our annual Parents meeting usually held in September each year. 

 

This Policy will be reviewed in April 2017. 

 

Ratification  

This Policy was ratified by a member of the school Board of Management on 

__________. 

 

Signed: ________________________ 

 Chairperson of the Board of Management  

 

 

 

  



 

Convent Junior School  

Policy on Bullying 

 

Convent Junior School is a’ bully- free’ zone. 

 

1. Bullying by children 

 

Bullying is repeated aggression, verbal, psychological or physical conducted by an 

individual or group against others. 

 

The Convent Junior School aims to ensure that children are safe and feel safe from bullying, 

harassment and discrimination.  

 

We strive to be alert to signs of bullying as outlined below (A) and we will: 

 

 Emphasise to your child that it is not his/her fault that he/she is being bullied and that the 

child is right to tell and to keep on telling until the problem is sorted. 

 Ensure that children understand that reporting is not ‘telling tales’ 

 

 Help your child to understand the difference between rough play and bullying by role play 

and class discussion.  

 Help your child to acquire the skills necessary to deal with bullying in the Stay Safe and 

S.P.H.E. programmes. 

Please contact the school if you think your child is being bullied or bullying others. 

A) Indications of Bullying / Behaviour: 

 Anxiety about travelling to/from school 

 Unwillingness to go to school 

 Deterioration in educational performance 

 Pattern of physical illnesses 

 Unexplained changes in either mood/behaviour 

 Visible signs of anxiety/distress 

 Possessions missing 

 Increased requests for money  
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 Unexplained bruising 

 Reluctance and/or refusal to say what is troubling him/her 

 

B) Procedures for noting and reporting incidents: 

1. Children are encouraged to talk to the class teacher and explain the problem. As we are 

dealing with young children generally, the class teacher will be able to talk to the children 

and resolve the problem.  All reports of bullying will be noted, investigated and dealt 

with by the class teacher so that pupils will gain confidence in telling. A special 

Incident Book will be kept by the class teacher for purpose only.  If the problem is 

resolved satisfactorily no further action or record keeping is necessary. 

 

2. If the problem is not resolved please contact the Principal who will endeavour to resolve 

the problem. 

3. Serious cases should be referred immediately to the D-Principal and then to the 

Principal 

4. Parents should be informed by the D-Principal / Principal earlier rather than later. 

 

5. Parents must be informed of the appropriate person to whom they can make their 

enquiries regarding bullying. 

 

6. Non-teaching staff should be encouraged to report incidents. Discretion is 

important. 

 

 

C) Procedures for investigating and dealing with bullying: 

 

1. Firm unemotional problem-solving approach. 

2. Incidents best investigated outside the classroom situation. 

3. Teacher should speak separately to the pupils involved. 

4. Answers should be sought to questions of What, Where, When, Who and Why. 

5. Members of a group involved should be met individually and as a group. 

6. Meet parents of parties involved. 

 

D) Programme for work with pupils: 

Learning strategies should allow for the enhancement of each pupil’s self-worth and 

self-esteem following any incidents of bullying. 

   



 

 

Next Steps 

 

If the situation warrants parents will be called in to resolve the problem and the B.O.M. will 

become involved. The B.O.M. may invoke the following sanctions:- 

 Suspension for 1 day. 

 Suspension for three days 

  



 

2. Bullying by Adults 

Definition 

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. 

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

– published by the Stationery Office, March 2001) 

The Board of Management and staff of the Convent Junior School commit themselves 

to working together to maintain a workplace environment that encourages and supports 

dignity at work.  Bullying in any form will not be tolerated and appropriate steps will 

be taken should a bullying problem occur. 

Bullying manifests itself as various types of behaviour, including behaviour which may: 

 Humiliate 

 Intimidate  

 Verbally abuse 

 Physically abuse 

 Victimise 

 Exclude and isolate 

 Intrude through pestering, spying, stalking 

 Give repeated unreasonable assignments to duties which are obviously 

unfavourable to one individual 

 Give repeated impossible deadlines or impossible tasks 

 Imply threats. 

When any of the above is repeated or targeted at one person or group, it may be 

considered ‘bullying’. 



 

Areas where bullying might be a problem 

Bullying from: 

1. Pupils to staff members 

2. Members of staff to other members of staff or pupils, parents or visitors 

3. Parents/visitors to pupils or staff members 

 

Procedure for dealing with a complaint of bullying  

Informal Procedure 

While in no way diminishing the issue or the effects on individuals, an informal 

approach can often resolve matters.  As a general rule therefore, an attempt will be 

made to address an allegation of bullying as informally as possible by means of an 

agreed informal procedure.  The objective of this approach is to resolve the difficulty 

with the minimum of conflict and stress for the individuals involved. 

(a) Any employee who believes he or she is being bullied should explain clearly to 

the alleged perpetrator(s) that the behaviour in question is unacceptable.  In 

circumstances where the complainant finds it difficult to approach the alleged 

perpetrator(s) directly, he or she should seek help and advice, on a strictly 

confidential basis, from a contact person.  A contact person could, for example, 

be one of the following: 

 Teacher member Board of Management 

 INTO Staff Representative 

 Principal  

 Deputy Principal 

 Assistant Principal 

 

In this situation the contact person should listen patiently, be supportive and 

discuss the various options open to the employee concerned. 



(b) All reported incidents will be recorded in written form.  The importance of 

factual information is emphasised. 

(c) Having consulted with the contact person, the complainant may request the 

assistance of the contact person in raising the issue with the alleged 

perpetrator(s).  In this situation the approach of the contact person should be by 

way of a confidential, non-confrontational discussion with a view to resolving 

the issue in an informal low-key manner 

(d) A complainant may decide, for whatever reason, to bypass the informal 

procedure.  Choosing not to use the informal procedure will not reflect 

negatively on a complainant in the formal procedure. 

Outcome 

Should management decide that the complaint is well-founded, the alleged 

perpetrator(s) will be given a formal interview to determine an appropriate course of 

action.  Such action could, for example, involve counselling and/or monitoring or 

progressing the issue through the disciplinary and grievance procedure of the 

employment. 

If either party is unhappy with the outcome of the investigation, the issue may be 

processed through the normal industrial relations mechanisms. 

Formal Procedure 

Making a complaint of sexual harassment/adult bullying 

Any employee who feels he or she has been or is being sexually harassed or bullied 

should ask the perpetrator to stop.  Where this form of action is unsuccessful the 

employee may report the matter to any of the following – the Principal, INTO staff 

representative or teacher/member of the Board of Management of the Convent Junior  

School 

Attempts will be made to resolve the matter informally, if appropriate.  If it is not 

possible to resolve the matter informally, a formal complaints procedure shall be 

applied incorporating the following steps: 



1. A written report to the Board of Management should be made by the 

complainant or an authorised person to whom the complaint is being made and 

signed by the complainant. 

2. The complaint will be investigated with minimum delay as confidentially as 

possible by two individuals named by the Board of Management, one of whom 

shall be the same sex as the complainant and the alleged perpetrator with due 

respect shown for the rights of both the complainant and the alleged perpetrator. 

3. Both parties may be accompanied/represented at all interviews/meetings held, 

and these shall be recorded. 

4. Where a complaint is found to be substantiated, the extent and the nature of the 

sexual harassment will determine the form of action to be taken. This should 

involve counselling and/or monitoring or progressing the issue through the 

disciplinary and grievance procedure of the employment.  Actions may include 

a verbal warning, a written warning, and suspension from some duties with or 

without pay, suspension from full duties with or without pay or dismissal. 

5. Where an employee is victimised as a result of invoking or participating in any 

aspect of the complaints procedure, including acting as a witness for another 

employee, such behaviour will also be subject to disciplinary action. 

6. If either party is unhappy with the outcome of the investigation, the issue may 

be processed through the normal industrial relations mechanisms. 

No record of any complaint will be registered on an employee’s file unless the formal 

procedure outlined above has been invoked. 

 

It is the policy of the school that issues of sexual harassment are best dealt with within 

the school.  However, no aspect of this policy affects any employee’s individual legal 

rights to take their complaint outside of the school. 

 

 

 



Confidentiality 

All individuals involved in the procedures referred to above should maintain 

confidentiality on the subject. 

 

Training/Awareness-raising 

It is considered that all personnel who have a role in both the informal and formal 

procedure – e.g. designated members of management, worker representatives, union 

representatives etc. – should be made aware of appropriate policies and procedures 

which should, if possible, include appropriate training. 

 

 

 

 


