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1. Policy Statement 
BCFE is committed to the promotion of an environment which upholds the dignity and 
respect of the individual and which supports every individual’s right to study and/or work in 
an environment which is free of any form of harassment, intimidation or bullying. 

 
The Dignity and Respect Policy aims to: 

• State clearly that BCFE does not tolerate bullying, harassment, or discrimination. 
• Raise awareness on the prevention of bullying and harassment. 

• Outline clear procedures for addressing complaints of bullying between students and 
students and between students and a staff member which uphold the rights of both 
the complainant and the person against whom the allegation is made. 

• Empower students to resolve interpersonal issues at the lowest effective level. 
• Provide guidance to students on appropriate methods of resolving conflicts and 

disagreements that may prove useful to them during their time in college and as they 
progress into the workplace. 

• Use existing policies and procedures, wherever appropriate to ensure that problems 
can be dealt with effectively and quickly. 

 
2. Scope of the Policy 
This policy applies to the behaviour of students and staff in all activities relating to the college, 
including: 

• The campus, or other places where staff or students are representing the college such 
as social functions, sporting events, field trips, or work placements which are related 
to BCFE. 

• In writing, on the telephone, by e-mail or on the internet in any BCFE related activity. 

 
3. What is Bullying & Harassment? 

 
Definitions 

 

Bullying or harassment can be broadly characterised as behaviours which are unwanted, 
unwelcome, and intimidating or offensive to the recipient. It is the unwanted nature of the 
contact that distinguishes bullying, sexual harassment and other forms of harassment from 
friendly behaviour which is welcome and mutual. 

 
The effects of bullying and harassment are varied. Bullying and harassment can be devastating 
and destructive. It affects the physical and mental well-being of the person. Loss of self- 
confidence, low self-esteem, stress and depression are just some of the health effects 
associated with long-term exposure to bullying/harassment. 

 
Bullying and harassment are defined by the impact of the behaviour on the recipient rather 
than the intention of the perpetrator. The effect of the behaviour on the individual concerned 



Version 1: BCFE Dignity and Respect Policy 4 

 

 

is what is important. It is up to each person to decide what behaviour is unwelcome, 
irrespective of the attitude of others to the matter. 

 
The following types of bullying behaviour are included in the definition of bullying: 

 

• Deliberate exclusion, malicious gossip and other forms of relational bullying. 

• Cyber-bullying 

• Identity-based bullying such as sexual harassment, homophobic bullying, transphobic 

bullying, racist bullying, bullying based on a person’s membership of the Traveller 

community and bullying of those with disabilities or special educational needs. 

Isolated or once-off incidents of intentional negative behaviour, including a once-off offensive 

or hurtful text message or other private messaging, do not fall within the definition of bullying 

and should be dealt with as appropriate. 

However, in the context of this policy, placing a once-off offensive or hurtful public message, 

image or statement on a social network site or other public forum where that message, image 

or statement can be viewed and/or repeated by other people will be regarded as bullying 

behaviour. 

Negative behaviour that does not meet this definition of bullying will be dealt with as 
appropriate. 

 
The following behaviour does not constitute bullying: 

• The proper exercise of authority by college staff 

• Constructive and fair criticism of a student’s conduct or work performance. This 
feedback may be from a teacher, from a peer in a group work situation, or from a 
fellow team member. 

 
Responsibilities of Staff and Students 

 

All members of BCFE share a responsibility for ensuring that the environment is free from any 
form of bullying/harassment. 

 
Student Responsibilities 

 

1. Comply with the Dignity and Respect Policy 
2. Be aware of the potential impact of personal behaviour on others 
3. Inform a staff member in confidence if they are concerned about a bullying situation 
4. Co-operate fully with any investigation that may follow 

 
Staff Responsibilities 

 

1. Comply with the Dignity and Respect Policy 
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2. Uphold it as an integral part of their work 
3. Promote awareness of the policy among students 
4. Communicate policy and procedures to students 
5. Be vigilant for signs of bullying and/or harassment 
6. Report activities which may be a symptom of bullying/harassment, e.g., offensive 

posters/graffiti 
7. Intervene in any instance where offensive behaviour is observed or brought to their 

attention 
8. Provide good example by treating individuals in the college with dignity and respect 

9. Respond sensitively and confidentially to a student who makes a complaint of 
bullying or harassment. 

 
4. Procedures - What to do if you are being bullied or harassed? 

 
4.1 Informal Approach 
In many instances complaints of bullying and harassment can be resolved amicably between 
the parties involved using an informal approach. An informal intervention is often sufficient to 
resolve the situation. 
A student who feels subjected to bullying or harassment should take the following actions: 

 

• If you feel able, speak privately to the person you feel is bullying/harassing you, make 
it clear that their behaviour is unacceptable and ask them to stop. 

• Seek support - it is natural to want to speak to a colleague and friend and in order to 
respect everyone’s rights, confidantes should be carefully chosen and limited to one 
or two colleagues/friends at most. Stories can quickly spread and can be the cause of 
rumours and speculation. 

• You may request a colleague/friend to speak to the person on your behalf if you find it 
difficult to communicate directly with the person you feel is bullying/harassing you. 

• Privately record all incidents of harassment or bullying in writing, including the time, 
date and place. If the bullying is written/electronic make printouts or copies of the 
material as evidence. It may be of assistance to include a description of your feelings 
at the time. 

• Ascertain if there were any witnesses to the bullying/harassment. 

• Avoid situations where you may be alone with the alleged bully, if possible. 
 
If the informal approach is not effective in stopping the offensive behaviour, or if the 
incident is of a more serious nature, a formal complaint should be made to your Course 
Co-ordinator who will advise on the appropriate course of action. 

 
4.2 Formal Complaints - Stage 1 

• Submit in writing your version of events, outlining the alleged incidents in as much 
detail as possible (who was involved, what happened, dates, times, witnesses, any 
other evidence) to the relevant Coordinator. 
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• Your complaint will be considered, and the Coordinator will revert back to you in a 
timely fashion. 

• You will be consulted fully in relation to any proposed actions. 
• If the complaint is being investigated further, two members of staff will meet with 

alleged bully/bullies and ask them to record their version of events. When attending a 
meeting the person may bring someone along with them. 

• Possible solutions will be discussed with both parties separately/together if 
appropriate. The outcome of this discussion should be drawn up in the form of a 
contract and signed by both parties (a parent or guardian if the student is under 18). 

• A formal contract will set out conditions regarding students’ future behaviours. 

• A record of meetings, outcomes and any follow up will be kept. 

• Follow up meeting(s) will be arranged if necessary to evaluate the situation. 

• Where appropriate counselling will be offered. If the sessions provided by the college 
Counsellor are not sufficient, you will be provided with referral details. 

• If the situation is not resolved or if it should escalate further the Coordinator will refer 
the matter to the Deputy Principal/Principal and proceed to Stage 2. 

 
4.3 Formal Complaints - Stage 2 

• Principal/Deputy Principal are informed of the incident/complaint by the Coordinator. 

They are given copies of all documentation. 

• The Guidance Counsellor may be involved if appropriate. 

• The Principal/Deputy Principal/Coordinator meets with the people involved to discuss 
the complaint. When attending a meeting the person may bring someone along with 
them. 

• Possible solutions will be explored with both parties separately/together if 
appropriate. 

• The outcome of this discussion should be drawn up in the form of another contract 
and signed by all participants (parent or guardian in the case of students under 18). 
This contract should set out additional conditions regarding students’ future 
behaviour. 

• A record of meetings, outcomes and any follow up will be kept. 

• Where appropriate counselling will be offered. If the sessions provided by the college 

Counsellor are not sufficient, you will be provided with referral details. 

• Finally, students should be advised that reporting of a further proven incident/s may 

require suspension/expulsion as per the college’s Code of Conduct. 

• Follow up meeting(s) may be arranged to evaluate the situation as necessary. 

Concluding note: It may not always be possible to find agreement on every aspect of the 

relationship between the persons involved. The focus of the outcome should be for both 

parties to respect each other and make it possible for all to continue their studies/work and 

social life/engagement at the college. 
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4.4 Some points to note in relation to the procedures outlined above 

• A complaint must be made within six months of the latest incident(s) of alleged 

bullying. In exceptional circumstances the six month time limit may be reviewed. 

• Confidentiality is required of all parties involved in the investigation. Students are 

requested not to discuss the investigation with outside parties. 

• Records of bullying incidents will be kept in the college for 2 years after all involved in 

the incident have left the college. 

• False or malicious allegations is a serious breach of this policy. Complaints which are 

found to be malicious will be considered as serious misconduct as per the college’s 

Code of Conduct. 

 
4.5 Supports 

• As a student you can access the Student Guidance Counselling Service or speak to any 
staff member to seek support and to talk through your concerns. To make an 
appointment with the Student Guidance Counselling Service email the appropriate 
guidance counsellor as below. 

 

 
 

Guidance and Counselling for the 
following Departments 

 
Departments/ Courses TBC 

 

Helen Bradley (Guidance Counsellor) 
Courses TBC 

 
E-Mail helen.bradley@bcfe.cdetb.ie 
Extension 211 
Office Main Building, beside Room 5 

 
 

Guidance and Counselling for the 
following Departments 

 
Departments/ Courses TBC 

 

Orla Ni Bhriain (Guidance Counsellor) 
Courses TBC 

 

E-Mail orla.nibhriain@bcfe.cdetb.ie 
Extension 215 
Office Main Building, opposite Room 24 
Available Tues, Wed, Thurs 

 

 
Guidance and Counselling for the 
following Departments 

 
Departments/ Courses TBC 

 

Annemarie Lyons (Guidance Counsellor) 
Courses TBC 

 
E-Mail annemarie.Lyons@bcfe.cdetb.ie 
Extension 286 
Office Art Block, end of left-hand corridor 
beside Studio 3 

• Staff members free confidential support can be accessed through the City of Dublin 
ETB Psychological Support Services, Tel: Tel: (01) 497 1442. 
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