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MDI POLICY ON DIGNITY & RESPECT AT WORK  
Muscular Dystrophy Ireland is committed to promoting a workplace environment that encourages and 
supports the right to respect and dignity at work.  All who work here are expected to honour the right of 
each individual to respect and dignity in their working life.  Bullying, harassment or sexual harassment 
is regarded as a serious matter and will not be tolerated.   
 
Introduction: 
Muscular Dystrophy Ireland is committed to creating a work environment which upholds the dignity and 
respect of the individual and which supports each employee’s right to work in an environment which is 
free from any form of harassment, sexual harassment or bullying. 
 
To Whom Does this Policy Apply? 
Muscular Dystrophy Ireland requires all staff, members, business contacts and those working on behalf 
of the organisation, to recognise their responsibilities in promoting an environment based on Dignity 
and Respect.   
 
All staff have the right to expect dignity and respect from one another and from members. Any person 
working in conjunction with Muscular Dystrophy Ireland is entitled to be treated with dignity and respect 
by our employees. Equally, all individuals working in conjunction with the organisation are expected to 
uphold the principles of dignity and respect whilst working on behalf of MDI. 
 
Instances of bullying, harassment and/or sexual harassment will not be tolerated.  The policy outlines 
measures to prevent their occurrence, and to deal appropriately with any cases that might arise.  
 
When and Where Does this Policy Apply? 
This policy applies to the behaviour of each member of staff in all situations related to work, including: 

 The workplace of  Muscular Dystrophy Ireland and any other place where staff are representing 
Muscular Dystrophy Ireland such as organised events, camps, outings with members; 

 Work-related functions, e.g. training courses, social functions, meetings with other organisations or 
work related projects which relate to Muscular Dystrophy Ireland; 

 In any activity relating to the work of, or representing Muscular Dystrophy Ireland whether by 
correspondence, on the telephone, etc.  

 
Responsibilities: 
Members of staff with responsibility for other staff (e.g. management) must ensure that they: 

 Show good example in their behaviour towards all in the workplace by treating them with courtesy 
and respect; 

 Make clear to staff, including all new staff, that certain behaviour is unacceptable and will not be 
tolerated by Muscular Dystrophy Ireland. 

 Promote awareness of the organisation’s policy and complaints procedures; 

 Be vigilant for signs of harassment/sexual harassment/bullying and take action before a problem 
escalates; 

 Listen to complaints of unwanted behaviour and explain the procedures if a complaint is made; 

 Monitor and follow up the situation after a complaint is made to ensure that the behaviour does not 
recur; 
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 Ensure that a staff member making a complaint is not victimised for doing so; 

 Be aware that a person being subjected to unacceptable behaviour may feel unable to deal with the 
matter him/herself or to seek assistance; 

 Ensure that any potentially offensive or unwelcome material is not displayed or circulated in the 
workplace; 
 

As an employee your responsibility is to: 

 Be aware of your role in creating a work environment which supports dignity and respect at work; 

 Ensure that your own behaviour does not cause offence or misunderstanding; 

 Be prepared to offer confidential and appropriate support to a colleague who may be bullied, 
harassed or sexually harassed by listening and showing empathy.  

 
The Policy also extends to:  

 members of the organisation in their interaction with staff and other members; 

 suppliers, consultants and contracting agencies.  
 
What is Sexual Harassment? 
Sexual harassment is defined as any form of verbal, non-verbal or physical conduct of a sexual nature 
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 unwanted conduct may consist of 
acts, requests, spoken words, gestures or the production, display, or circulation of written words, 
pictures or other material. 
 
Examples of behaviour that could be considered to be sexual harassment: 

 Unwanted physical contact such as unnecessary touching, patting, pinching or brushing against 
another employee, assault and coercive sexual intercourse. 

 Unwelcome sexual advances, propositions or pressure for sexual activity, or continued suggestions 
for social activity outside the workplace once it has been made clear that such suggestions are 
unwelcome, offensive flirtations, suggestive remarks, innuendos or lewd comments. 

 Display of pornographic or sexually suggestive pictures, written materials, objects, e-mails, text-
messages or faxes.  It may also include leering, whistling or making sexually suggestive gestures. 

 Any conduct that ridicules or is intimidatory or physically abusive of an employee because of his or 
her sex such as derogatory or degrading abuse or insults which are gender-related. 

 
An essential characteristic of the type of behaviour which constitutes sexual harassment is that it is 
unwanted by the recipient. This distinguishes it from behaviour which is welcome or reciprocated. 
Sexual harassment is unacceptable whether from superiors, peers, juniors, non-employees or by 
persons of the same sex.   
 
It is important that all Employees understand that the Organisation is obliged to investigate all 
complaints of sexual harassment whether or not it was the intention of the alleged harasser to engage 
in such behaviour. 
 
What is Harassment? 
Harassment is any unwanted conduct that has the purpose or effect of violating a person’s dignity and 
creating an intimidating, hostile, degrading, humiliating or offensive environment for the person on any 
of the following nine discriminatory grounds: gender, civil status, family status, sexual orientation, 
religion, age, disability, race and/or membership of the traveller community. The unwanted conduct may 
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consist of acts, requests, spoken words, gestures or the production, display or circulation of written 
words, pictures or other material. 
 
Examples of behaviour which could constitute harassment include: 

 Verbal harassment such as jokes, comments, ridicule or songs 

 Written harassment, including text messages, e-mails or notices 

 Physical harassment, such as jostling, shoving or any form of assault. The production, display or 
circulation of offensive material e.g. ageist e-mails; 

 Maliciously gossiping related to one of the discriminatory grounds;  

 Racist jokes or comments;  

 Offensive gestures; 

 Excluding or omitting a person within the workplace e.g. because of their disability; 

 Verbal threats motivated by one of the grounds listed. 
 

What is Bullying? 
Bullying in the workplace constitutes a real threat to the safety, health and welfare of people in the 
workplace.  Workplace bullying is regarded as:  
 

“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 as a once-off incident is not considered to be bullying.” 

 
(from  Report of the Task Force on the Prevention of Workplace Bullying, 2001) 
 
The bullying/ harassment can include conduct offensive to a reasonable person, e.g. oral or written 
slurs, physical contact, gestures, jokes, displaying pictures, flags/emblems, graffiti or other material 
which state/imply prejudicial attitudes which are offensive to fellow employees. 
 
The following are just examples of what could constitute bullying: 

 Aggressive behaviour or shouting, sometimes over quite unimportant matters; 

 Verbally abusing a person – whether colleague or member; 

 Swearing or other forms of demeaning name-calling; 

 Insulting or unnecessarily commenting on the appearance of another person; 

 Making an individual’s beliefs or opinions the butt of jokes; 

 Making uncomplimentary remarks which are likely to cause offence; 

 Physically attacking, threatening to attack, or acting in a menacing way towards another person; 

 Deliberately ignoring or excluding an individual on a persistent basis; 

 Unwarranted or disproportionate criticism, unsupported by facts, about an individual's work 
performance. 

 
Other, less obvious forms of bullying, which are not always easily identifiable might include:   

 Deliberately and maliciously withholding work-related information in order to undermine a 
colleague; 

 Spreading malicious gossip; 

 Subjecting an individual to unreasonable scrutiny; 
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 Undermining the authority of a colleague in the workplace; 

 Setting unreasonable or impossible deadlines or impossible tasks. 
 
It is important to note that in relation to each type of behaviour defined above, it is a person’s right to 
decide what behaviour is unwelcome or unwanted, irrespective of the attitude or opinion of others. 
 
What Do I Do if I Feel that I Am Not Being Treated with Dignity and Respect? 
The purpose of the following procedures is to ensure the resolution of problems in an efficient and 
effective manner.  Most recipients of unwanted behaviour simply want the behaviour to stop.   
 
Informal Procedure: 
It is often preferable for all concerned that complaints under this policy are dealt with and resolved 
informally between the parties whenever possible. This is likely to produce solutions which are speedy, 
effective and minimise embarrassment and the risk of breaching confidentiality, while also protecting 
the working relationship. 
 
The objective of the informal approach is to stop the harassment or sexual harassment with the 
minimum conflict and stress for the individuals concerned. 
 
In many cases the Employee whose behaviour is causing offence may be unaware that his or her 
actions are inappropriate, or it may be that his or her words or actions have been misinterpreted.  In 
such cases every attempt should be made to clear up any misunderstanding quickly, on an informal 
basis. 
 
The informal procedure consists of a low key and non-confrontational approach by the recipient of the 
behaviour to the party causing offence to advise him/her of the impact of their behaviour and to ask 
them to cease behaving in this manner.   
 
The approach should be made in private, and should be non-confrontational.  Advice in relation to this 
procedure should be sought from any Manager in the Organisation. 
 
A mediation process may also be considered.  This is a more structured approach which involves 
discussion of the problem between the complainant and a nominated mediator.  With the complainant’s 
permission, discussions are then held with the other relevant party or parties.  No detailed formal record 
will be maintained of this process although review meetings will be agreed.  Counselling can be 
arranged for either party at any stage if required.    
 
Formal Complaints Procedure: 
The following formal procedures will be invoked where: 

 A staff member making the complaint wishes it to be treated formally, or 

 The alleged sexual harassment, harassment or bullying is considered too serious to be treated 
under the informal procedure, or 

 Informal attempts at resolution have been unsatisfactory, or 

 The sexual harassment, harassment or bullying continues after the informal procedure has been 
followed. 

 
An investigation of any complaint will be handled with sensitivity and with due respect for the rights of 
both the complainant and the alleged harasser.  The investigation will be objective.  The purpose of the 
investigation is to investigate the allegations and will focus on the complaint.  Those conducting the 
investigation will not be connected with the allegation in any way.   
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Where formal complaints have been made, then the employee should contact their supervisor/line 
manager as soon as possible.  
 

 A formal complaint should be made in writing detailing the nature of the complaint.  If you have 
been consulting with a Line Manager, s/he may assist you in writing up the complaint. 

 The complaint should state: 

 The name of the alleged perpetrator; 

 The nature of alleged harassment i.e. the behaviours/conduct constituting 
harassment/sexual harassment; 

 Dates/times and locations of where and when the alleged bullying/harassment / sexual 
harassment occurred; 

 Names of witnesses to any alleged incidents; 

 Details of any action already taken to stop the bullying/harassment / sexual 
harassment. 

 Consent to your identity and the facts of the allegation being disclosed to the alleged 
perpetrator. This is required in order to allow the Organisation to investigate and to 
take action in appropriate circumstances. 

 In the interests of natural justice the alleged bully or harasser will be made aware of the nature of 
the complaint, his or her right to representation and will be given every opportunity to rebut the 
detailed allegations made. 
 

Investigation Procedure: 

 The investigation will be conducted by either an independent member of Management or, if 
deemed appropriate, an agreed third party. The investigation will be conducted thoroughly, 
objectively and with sensitivity. Utmost confidentiality will be protected in so far as reasonably 
practicable.  Due respect will be had for the rights of the complainant, the alleged perpetrator(s) 
and any witnesses involved in the process. 

 The investigator(s) will meet with the complainant in the first instance to learn more regarding 
the complaint and to put the alleged perpetrator’s responses to the complainant.  Next the 
alleged perpetrator will be invited to a meeting to explore their responses to the complaint and 
to put any relevant evidence to him/her.  Evidence will be provided in advance of the meetings 
in order to allow the Employee to prepare their response to that evidence. 

 Both parties may be suspended with pay, without any negative inference, pending the outcome 
of an investigation where deemed appropriate by Management.  However, where this is not 
possible, the parties to the complaint will be expected to maintain a positive working 
relationship. 

 The investigator will take responsibility for initiating an investigation and also, setting down a 
timetable for the investigation.  Qualified and expert persons external to the organisation may 
be invited to assist in the fact finding investigation.   

 Whilst it is desirable to maintain utmost confidentiality, once an investigation of an issue begins, 
it may be necessary to interview other staff. If this is so, the importance of confidentiality will be 
stressed to them. Any statements taken from witnesses will be circulated to the person making 
the complaint and the alleged harasser for their comments before any conclusion is reached in 
the investigation. 

 The complainant, alleged harasser or bully and witnesses will be interviewed separately.   

 A written record will be kept of all meetings and investigations. 

 If a complaint is being made in relation to the CEO, the written complaint should be sent to the 
Chairperson of the National Council who will initiate an investigation and set down a timetable 
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for the investigation.  The investigation will be conducted by a person who is independent of the 
situation. 

 For investigations of complaints alleging sexual harassment, one of the investigators will be of 
the same gender as the complainant. 

 As with all internal procedures, both parties have the right to be accompanied by a 
representative whose role is to provide moral support, oversee the process and ensure that the 
Employee is afforded a fair opportunity to respond and provide evidence at any investigation 
meetings. 

 When the investigation has been completed both parties will be informed as to whether or not 
the complaint has been upheld. Both parties will be given the opportunity to comment on the 
findings before any action is decided upon by management. All complaints received will be 
treated seriously, confidentially and dealt with as soon as is practicable. 

 Both parties will be given an opportunity to comment on the conclusions of the investigation 
team. Both parties will be given a copy, in writing, of the conclusions reached by the 
investigating team. 

 
Investigation Outcomes: 
Where a complaint is upheld both parties will be informed of this outcome, and the relevant level of 
Management will also be advised.  Management will take appropriate action based on the outcome of 
the investigation.  This may include formal disciplinary action in line with the Organisation’s disciplinary 
procedure, or training, or another appropriate intervention deemed necessary to prevent a recurrence 
of the behaviour. 
 
The Organisation will also consider providing further supervision, reassignment or re-organisation of 
work. Prior to any disciplinary action being taken a fair disciplinary hearing will be held in line with the 
Organisation’s disciplinary procedure.  It is important that Employees are aware that certain acts of 
bullying, harassment or sexual harassment may be deemed gross misconduct by the Organisation and 
may result in summary dismissal.    
 
Where an investigation is inconclusive and the complaint is not upheld, there will be no negative 
inference against any party to the complaint.  All parties to the complaint will be expected to continue 
working as normal, and to conduct themselves in an appropriate manner at work. 
 
Where it is found that the complaint was malicious or vexatious, then a disciplinary hearing will be held 
with the complainant to explore this further.  In this situation only may a disciplinary sanction be 
imposed on the complainant.  Lodging a malicious or vexatious complaint is a serious disciplinary 
offence, and, depending on the seriousness of the issue, may be deemed gross misconduct by the 
Organisation and may result in summary dismissal. 
 
In all cases, whether the complaint is upheld or otherwise, the workplace will be monitored to ensure 
that the parties to the complaint conduct themselves in an appropriate manner and do not engage in 
any improper conduct. The Organisation will take such action as is required to eliminate the risk of that 
behaviour recurring or continuing and will keep records of interventions used for this purpose. 
 
Duties of the Employer When Formal Procedures are Followed: 
In the course of investigating a complaint Muscular Dystrophy Ireland will make no assumptions about 
the guilt or otherwise of the alleged bully or harasser. 
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Confidentiality: 
Every effort will be made to maintain confidentiality throughout an investigation so that it remains a fair 
investigation. 
  
Sanctions: 
In the event of a complaint being upheld the disciplinary process will be invoked which may lead to 
disciplinary sanctions up to and including dismissal. Records of any warnings for 
bullying/harassment/sexual harassment will remain in the employee’s file and will be used if any further 
allegations or offences of the same or similar nature occur in the future.  
 
Appeal: 
Either party may appeal the decision, outlining in writing to Management the reason for the appeal. 
Such appeals will be heard by a Manager not previously involved in the investigation and independent 
advice and support will be sought if required. 
 
Victimisation: 
Regular checks will be made by the Manager investigating the complaint to ensure that the 
bullying/harassment has stopped and that there is no victimisation. A staff member will not be 
victimised, or subject to sanction for making a complaint in good faith, or for giving evidence in 
proceedings, or by giving notice of his/her intention to do so. 
Retaliation of any kind against an employee for complaining or taking part in an investigation 
concerning bullying or harassment at work is a serious disciplinary offence. 
 
Malicious Complaints: 
Any complaint found to have been made maliciously will be treated seriously and will result in 
disciplinary action up to and including dismissal. 
 
Third Party Harassment / Sexual Harassment: 
The procedures outlined in this policy should be employed to deal with bullying harassment or sexual 
harassment by a third party.  Sanctions which may be imposed on a third party may include exclusion 
from the premises, termination of a contract, or other measures to prevent the recurrence of the 
inappropriate behaviour. 
 
Supports: 
The following are some of the internal and external supports available to staff: 
 
Internal Supports: 
The person to whom you report 
The CEO 
Colleagues 
 
External Supports:  
The Equality Authority (concerning allegations of harassment or sexual harassment) 
The Health & Safety Authority (concerning allegations of bullying) 
The Dublin Rape Crisis Centre 
The Labour Relations Commission 
 
Review: 
Muscular Dystrophy Ireland has agreed that the implementation of the Policy and Procedures on 
Dignity and Respect will be monitored and kept under review on an annual basis. 


