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The Board of Governors acknowledges and accepts its responsibilities under the Protection from Harassment 
(Northern Ireland) Order 1997. 

STATEMENT OF THE POLICY 

The Board of Governors of the Rainey Endowed School, hereinafter referred to as "the Board", is committed to 
creating a harmonious working environment in which no employee feels apprehensive because of harassment. 

Intimidation or harassment in any form is unacceptable behaviour.  Harassment constitutes a criminal offence 
under the legislation. 

The Board will treat such behaviour as gross misconduct which may warrant dismissal.  

This policy has been agreed with employee representatives. 

 

DEFINITION OF HARASSMENT 

The Protection from Harassment (Northern Ireland) Order 1997 creates two new criminal offences of 
harassment and provides for civil remedies, ie an injunction and/or damages for victims of harassment.  
Although the Order does not contain a definition of the term harassment, this is specified to include alarming or 
causing a person distress.   

In relation to sex discrimination, a number of recent decisions of the European and UK courts have interpreted 
European law and the sex discrimination legislation as also precluding discrimination on the basis of 
homosexuality and transsexualism.  Employers should therefore take steps to prevent discrimination on the 
basis of sexual orientation in the workplace. 

The scope of this legislation could well extend to include harassment at work on any of the above grounds. 

 

COMPLAINANTS' RIGHTS 

The Board fully recognises the right of employees to complain about harassment should it occur.  It has 
developed a procedure through which employees can confidentially raise complaints relating to harassment.  
This procedure has been agreed with the employee representatives.  A copy is attached to this policy statement. 

The procedure does not replace or prejudice the rights of employees to pursue a complaint through the courts. 
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Every effort will be made to ensure that employees making complaints will not be victimised. Victimisation 
constitutes discrimination contrary to the Race Relations (Northern Ireland) Order 1997.  Any complaint of 
victimisation will be dealt with promptly, seriously and in complete confidence.  Victimisation will result in 
disciplinary action and may warrant dismissal. 

 

RESPONSIBILITIES 

EMPLOYEES 
All employees have a responsibility to help to ensure a working environment in which the dignity of employees 
is respected.  They should be aware of the serious and genuine problems which harassment can cause, and 
ensure that their behaviour is beyond question and could not be considered in any way to be harassment.  They 
should alert management to any incident of harassment to enable the Board to deal with the matter in line with 
the policy and procedure.  They should also provide support to colleagues who are being harassed, by 
encouraging them to follow the agreed harassment complaints procedure. 

THE HEADMASTER  
The Headmaster has a responsibility to ensure that harassment does not occur.   

The Headmaster also has a responsibility to explain the Board's policy and procedure to his staff and take steps 
to positively promote it.  He will be responsive and supportive to any member of staff who complains about 
harassment, provide full and clear advice on the procedure to be adopted, maintain confidentiality in all cases 
and ensure that there is no victimisation. 

THE BOARD OF GOVERNORS 
The Board has designated the Headmaster to provide advice and assistance to employees who are subject to 
harassment.  The Board will seek to ensure that employees are, where practicable, given the opportunity, 
should they wish, to raise their complaint with someone of their own gender. 

The Headmaster will receive appropriate training in the best means of resolving problems and in the details of 
the Board's policy and procedure so that he can perform his role effectively. All other employees will be made 
fully aware of this policy and procedure for dealing with harassment in the workplace. 

 

REVIEW 

The Board will monitor the incidence of harassment.  This will include issues raised as complaints, through exit 
interviews and any other incidents of which management is aware.  Monitoring information and the 
effectiveness of the policy and procedure for dealing with harassment will be reviewed annually. 
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DEALING WITH COMPLAINTS OF HARASSMENT 

SCOPE 
Any employee who believes that he/she has suffered any form of harassment is entitled to raise the matter 
through the following procedure. 

This procedure does not replace or detract from his/her statutory rights under legislation. 

THE INFORMAL STAGE 
This stage is appropriate where the employee simply wants the behaviour to stop. 

Employees can seek to resolve matters informally by: 

• approaching the alleged harasser directly making it clear to the person(s) harassing the employee that 
the behaviour in question is offensive and should be stopped.  This can be done verbally or in writing. 

• approaching the alleged harasser with the support of a colleague. 
• approaching the alleged harasser with the support of the Headmaster or Vice Principal, or others as 

appropriate. 

Where an employee seeks the support of the Headmaster or Vice Principal he/she will be sensitively informed 
that their role at the informal stage can only be one of support.  The employee will also be advised 

(i) a formal investigation and possible disciplinary action can only take place if the complaint is investigated 
under the formal procedure. 

 

(ii) all reported incidents of harassment will be monitored and in the event of any patterns emerging 
management may wish to initiate its own formal investigation and take remedial action where this proves to be 
necessary. 

 

(iii) a written record of the action taken will be made to assist with any formal proceedings which may arise 
if the behaviour does not stop.  Failure to maintain such a record will not invalidate proceedings at the formal 
stage. 

 

THE FORMAL STAGE 
If the behaviour continues or if it is not appropriate to resolve the problem informally, it should be raised 
through the formal complaints procedure as follows: 

The Headmaster will have designated responsibility for all proceedings at the formal stage.  Individuals may raise 
complaints with the Headmaster, or if appropriate, the Vice Principal.  Where an individual so requests, where 
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practical the Board will make provision for a complaint to be investigated by someone of the individual's own 
gender. 

The persons carrying out investigations at the formal stage should not be connected in any way with the 
allegation which has been made. 

A school secretary will assist throughout the procedure.  He/she will attend all meetings and maintain a written 
record of all proceedings including the investigation and any outcome.  The Headmaster will check all records to 
ensure accuracy. 

INVESTIGATION UNDER THE FORMAL PROCEDURE 
 

(i) Time Limits 

Complaints should be raised as soon as possible following an act of alleged harassment so that the matter can 
be dealt with swiftly and decisively. 

The following procedure details time limits for the completion of each stage of the procedure, if any of these 
time limits are not possible then both parties will be informed of the revised timescale. 

(ii) Making a Complaint 

While it is preferable that a complaint should be made in writing to the Headmaster this will not preclude the 
investigation of a complaint made verbally. 

The Headmaster will acknowledge receipt of the complaint and arrange to meet the Complainant within 3 
working days.  

(iii) Initial Meeting with the Complainant 

The Headmaster will meet the Complainant to: 

• clarify and formally record the nature of the complaint and that it is being handled under the formal 
procedure. 

• ensure that the Complainant is aware of the next stage of the procedure. 

The Complainant will have the right to be assisted at this meeting by a work colleague. 

(iv) Avoiding Contact between Complainant and Alleged Harasser 

The issue of avoiding contact between the Complainant and the alleged harasser must be considered before 
action is taken to inform the alleged harasser of the complaint. 

 

Where a case of serious harassment has been alleged consideration will be given to precautionary suspension of 
the alleged harasser to enable investigations to proceed.  An individual who is going to be suspended must be 
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formally advised of this at a meeting with the Headmaster.  The individual will have the right to be represented 
at this meeting by a work colleague as appropriate. 

In other cases of alleged harassment the Headmaster will take appropriate action concerning avoiding contact 
following discussion with the Complainant. 

(v) Informing the Alleged Harasser 

The Headmaster will meet with the alleged harasser and: 

• outline the nature of the complaint,  
• confirm that it is being handled under the formal procedure, 
• ensure that the individual is aware of the next stages of the procedure. 

Following this meeting the Headmaster will write to the alleged harasser outlining the nature of the complaint 
and setting a date for a formal meeting to be held within 5 working days of the complaint being received. 
  

(vi) The Investigation should include at least the following 

Whilst the Headmaster (or representative of the Board) will seek to resolve the matter as quickly as possible, the 
meetings with all involved need not necessarily follow immediately after each other.  Every effort will be made 
to have held all necessary meetings within 10 working days of the date the complaint was received.  Where this 
is not practicable the Complainant and the alleged harasser will be so advised. 

Meeting with person alleging harassment 

The Headmaster (or representative of the Board) will meet with the person alleging harassment and consider 
both what they have to say and any other related matter.  The person alleging harassment will have the right to 
be represented by a work colleague. 

Meeting with alleged harasser 

The Headmaster (or representative of the Board) will then meet the alleged harasser and hear what he/she has 
to say about the alleged incident.  The alleged harasser will have the right to be represented by his/her trade 
union representative or work colleague as appropriate. 

Meeting with anyone who can assist with the investigation 

Having heard from the person alleging harassment, the Headmaster (or representative of the Board) will meet 
anyone who can assist with the investigation.  Each individual will be asked to outline what happened and to 
establish if there has been any history of previous conflict between them and/or with other parties. 

The Headmaster (or representative of the Board) may then wish to have further meetings to clarify or gain 
additional information. 
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NB The purpose of these meetings is to establish the facts.  All those giving information to the Headmaster 
(or representative of the Board) do so privately and not in the presence of any other person involved in or 
present during the alleged incident.  All evidence provided to assist with the investigation will be treated as 
confidential to the investigation subject to any statutory requirements. 

Consideration of Information 

Having obtained all the information possible, the Headmaster will consider whether the complaint of 
harassment is substantiated.  The investigation will cover all aspects of the incidents reported, including the 
conduct and behaviour of the Complainant, where relevant. 

Reporting the Facts 

The Headmaster will then prepare a written report outlining the facts, indicating his findings, and whether a 
case of harassment is substantiated.  This report will be forwarded to the Chairman of the Board of Governors to 
make a decision on any appropriate management or disciplinary action. 

Decision on Disciplinary Action 

The Chairman of the Board of Governors will consider the facts and will decide either: 

(a) To initiate the Board's agreed disciplinary procedure against any party as appropriate; and/or 

(b) To take no further action or to take any other appropriate management action eg the provision of 
training or counselling. 

Communicating the Decision 

Having made a decision this will be communicated in writing to both the person who has complained of 
harassment and the person against whom the complaint was made.  Every effort will be made to have 
completed the procedure within 15 days of the complaint having been received.  If the stated time limits are not 
possible then both parties will be informed of the revised timescale. 

(vii) After the Investigation is Complete 

Consideration of Transfer 

(a) Redeployment if Disciplinary Action is taken 

Where a complaint has been upheld the Complainant may wish to avoid any further contact with the harasser.  
Should the harasser remain in employment with the Board and where it is agreed that further contact between 
the individuals concerned would be unacceptable, every effort will be made to facilitate this wish. 

 (b) Redeployment where Disciplinary Action has not been taken 

In such cases consideration may still be given to arrangements to avoid further contact between the individuals 
concerned, where practicable. 
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Counselling 

Counselling will be sought for the person who has been harassed and for the harasser.  This should be provided 
by a trained member of staff or by an external provider. 

Further Meetings 

The Headmaster will meet the individual who has alleged harassment on a regular basis to offer support and to 
ensure that no harassment or victimisation has occurred.  This action will be undertaken even where a 
complaint has not been upheld. 

The Supervisor of the harasser will be responsible for ensuring that the harasser is made fully aware of the 
Board's policies on equal opportunities and harassment and of the law relating to these matters. 

  

 
                   


