
TU DUBLIN STUDENT DIGNITY AND RESPECT 
INVESTIGATION  PROCEDURES 

1. INTRODUCTION

1.1 There are three approaches in TU Dublin for dealing with complaints from a student of 
bullying or harassment by other students in the University which would include University 
associated events such as student organisation activities and field trips, whether on the premises 
or off site: one informal, one formal and a third option of Mediation is available where 
appropriate. Specific information on these approaches is set out in the document “Student 
Dignity and Respect Policy and Procedures for TU Dublin”. 

1.2 While it is the decision of the complainant in the first instance which approach to adopt in 
any particular situation the University will encourage the use of the informal approach before 
initiating the formal procedures.  An offer of mediation may also be made by the Head of School 
where they deem that the expert skills of a Mediator may be of assistance. Information on the 
informal and formal complaints procedures, and the mediation process, is outlined in the “Student 
Dignity and Respect Policy and Procedures for TU Dublin”. 

2. INITIATING A COMPLAINT

2.1 If a student (hereafter referred to as the Complainant) decides to make a formal complaint of 
bullying or harassment, the University's formal complaint procedure must be followed. This 
document sets out this procedure and describes how it operates.  

2.2 The formal procedure commences when a written and signed complaint is presented either by, 
or on behalf of a complainant, to the Head of School of the person against whom the complaint is 
being made (hereafter referred to as the Respondent). 

2.3 Should a complainant find it difficult to formulate or present a complaint, it is open to 
him/her to seek assistance from another person (e.g. Students’ Union representative, staff 
member) in preparing and presenting the complaint to the Head of School.  

The following will apply: 

• the complaint, regardless of how it is presented, must be in writing and be signed
personally by the complainant.

• in cases where a student is also an employee of TU Dublin, the Dignity at Work Anti
Bullying & Harassment Policy & Procedures for staff will be used, unless the students’
employee status is clearly irrelevant to the complaint.



3. THE INVESTIGATION PROCEDURE

3.1 As soon as a written and signed complaint of bullying or harassment is received, the Head of 
School of the Respondent will consider the appropriate response.  If it is deemed that mediation 
or informal resolution is inappropriate or inconclusive, the Head of School shall appoint two 
members of College staff, trained in investigation procedures, to investigate the complaint and 
provide a report.   This investigation team shall determine whether the complaint has been 
substantiated or not, and shall provide the report to the Head of School who will deal with it 
appropriately using the University Student Disciplinary Procedures. 

 3.2 Appointment of Investigators  
An investigation team of two people, selected from a panel of suitably trained individuals, will be 
appointed by the Head of School. Every effort will be made to ensure a gender mixed team who 
have not had any close contact with either the complainant or the respondent(s). One of the two 
people will act as Chairperson.  

Prompt action must be taken by the Head of School to ensure that investigations are initiated 
within two weeks of receiving a formal complaint; that every effort is made to secure sign-off on 
interview records within the stipulated time frames; that witness reports are signed off on the 
same day wherever practicable. All students and staff are expected to co-operate during an 
investigation. Failure to do so may result in disciplinary action. 

3.3 Investigation Preparations  
It is the responsibility of the Head of School to ensure that, prior to the investigation, the 
investigators have received:  

• written correspondence, dated, from the Head of School, instructing that the complaint be
investigated;

• a copy of the complainant's written and signed complaint;

• a copy of “Student Dignity and Respect Policy and Procedures for TU Dublin.

• a copy of the “Student Dignity and Respect Policy – Investigation Procedures”.

3.4 Stage 1 - Acknowledgement Letter to the Complainant  
Prior to conducting the interview with the complainant, the investigators must ensure the 
complainant receives written correspondence (e-mail is appropriate) acknowledging receipt of the 
complaint and setting out the arrangements for the investigation. A copy of the “Student Dignity 
and Respect Policy and Procedures for TU Dublin” and the “Student Dignity and Respect Policy 
– Investigation Procedures” policy should also be attached. The form of letter which will be used
is in Appendix A.

Before confirming the arrangements for the interview, the investigators will satisfy themselves 
that the complainant understands (or knows where he/she may obtain the necessary information 
regarding) the following aspects of the investigation procedure:  

• that investigation of the complaint may require that the specific allegation(s) contained
therein be passed to the respondent(s);

• the requirement to conduct an interview to discuss his/her complaint;



• the right to be accompanied at interview by a representative or friend, provided this
person is not directly involved in the case;

• the right to avail of the Counselling Service, the Students Union or other student support
services at any point during the investigation;

• that confidentiality and discretion will be observed in all matters connected with the
investigation of the complaint raised, insofar as is practicable;

• that any persons (i.e. complainant, respondent, witness(es) etc.) found to be in breach of
confidentiality related to an investigation will render themselves liable to disciplinary
proceedings, which may result in disciplinary action up to and including expulsion. This
applies to any improper discussions of the substantive proceedings outside the formal
meetings. Anybody becoming aware of a breach of confidentiality should report the
matter to the Head of School.

3.5 Stage 2 - The Complainant's Interview 
The investigation shall begin with a thorough interview of the complainant in order to elicit and 
fully clarify the facts behind the complaint. The allegation, the behaviour complained of, should 
be described clearly. The investigators shall try to confirm:  

• what occurred
• who was involved
• when the incident(s) occurred
• where the incident(s) occurred
• who, if anyone, witnessed the incident(s).

In addition to interviewing the complainant, the investigators shall: 

• allow the complainant and/or his/her representative an opportunity to raise all matters
which they deem relevant to the case at hand and which they wish to have considered in
relation to the complaint;

• keep comprehensive and legible notes of questions put to the complainant, of answers
given and of submissions and representations made by the complainant and/or his/her
representative in the course of the interview. Recordings can be made with the consent of
all those present as supporting evidence to the notes.

• after the conclusion of the interview, compile a record of the interview;

• advise the complainant that a copy of relevant parts of the interview record (when
finalised) may be forwarded to the respondent(s);

• advise the complainant that a record of witness statements (if any) may be passed to both
the complainant and the respondent;

• explain fully to the complainant and his/her representative the next stage(s) in the
investigation (i.e. compilation of a report of the interview, interviewing the respondent(s)
and relevant witness(s) etc.);



• explain how a decision on the outcome of the investigation will be notified, i.e. by written
correspondence to the complainant, respondent(s) and, if applicable, their nominated
representative.

• explain that if bullying/harassment is found to have occurred the report of the
investigation team will be submitted to the Head of School and/or Disciplinary Officer for
decision on how to proceed.

Following the interview, the Chairperson of the investigation team will forward their notes to the 
complainant within seven days. The complainant will be requested to review it and, if it is 
acceptable, sign and return one copy within seven days. (All reference to “days” in this procedure 
refers to calendar days).  If the complainant considers the report to be inaccurate or incomplete, 
he/she should notify any amendments, additions or points of clarification within seven days. 
When the content has been agreed, the Chairperson will send two copies of the amended record to 
the complainant, who will return an original signed copy within three days.  If agreement cannot 
be reached on the interview notes, the investigators should note the area of disagreement in their 
notes of the interview and proceed with the investigation.  Where possible interview notes will be 
written up and signed off at the interview. 

3.6 Stage 3 - Notification of Complaint to the Respondent(s) 

In the interests of natural justice the respondent will be notified by written correspondence of the 
nature of the complaint, given a copy of the allegation, informed of his or her right to representation 
and will be given every opportunity to rebut the detailed allegations made.  

At least one week prior to conducting the interview with the respondent(s), the investigators must 
ensure that the respondent receives written notification that a complaint of bullying or harassment has 
been made against him/her, which will include specific details of the complaint, and advising that the 
complaint will be the subject of a thorough investigation by the University. In normal course, a copy 
of the written complaint will be included.   A copy of the “Student Dignity and Respect Policy and 
Procedures for TU Dublin” and the “Student Dignity and Respect Policy – Investigation Procedures” 
policy should also be attached.  The form of letter which will be used is in Appendix B.  

In the course of making arrangements for each interview, the investigators will satisfy themselves that 
the respondent understands (or knows where he/she may obtain the necessary information regarding) 
the following aspects of the investigation procedure:  

• the requirement to conduct an interview to discuss the complaint;

• the right to be accompanied at interview by a representative or friend, provided this person is
not directly involved in the case;

• the right to avail of the Counselling Service, the Students Union or other student support
services at any point during the investigation;

• that confidentiality and discretion will be observed in all matters connected with the
investigation of the complaint, insofar as is practicable;

• that any persons (i.e. complainant, respondent, witness(s) etc.) found to be in breach of
confidentiality related to an investigation will render themselves liable to disciplinary



proceedings, which may result in disciplinary action up to and including dismissal. This 
applies to any improper discussions of the substantive proceedings outside the formal 
meetings;  

• the prohibition on making any contact with the complainant or any potential witness(es) on
any matter related to the complaint, and that any breach may result in disciplinary action;

• where a respondent refuses to contribute to or participate in the process, the investigation
team will note the non-cooperation and non-participation. The investigation will be continued
and a recommendation will be made on the basis of the information available.

• advising that if bullying/harassment is found to have occurred the report of the
investigation team will be submitted to the Head of School and/or Disciplinary Officer for
decision on how to proceed.

The outcome of the investigation team shall be to determine whether the complaint has been 
substantiated or not, and shall provide the report to the Head of School who will deal with it 
appropriately using the University Student Disciplinary Procedures. 

3.7 Stage 4 - Interview of the Respondent(s) 

The investigators shall conduct a thorough interview with the respondent(s) in order to elicit and fully 
clarify the facts behind the complaint. Where there is more than one respondent, each shall be 
interviewed separately by the investigators.  

In interviewing a respondent, the investigators shall adhere to the following steps: 

• put to the respondent all of the allegations that the complainant has made about his/her
behaviour;

• allow the respondent an opportunity to respond in full, either verbally or in writing,
within 7 days, to each of the allegations made.

In addition to the above steps, the investigators shall:

• allow the respondent and/or his/her representative an opportunity to raise all matters that
they deem relevant to the case at hand and which they wish to have considered in relation
to the complaint;

• keep comprehensive and legible notes of matters raised, of responses given and of
representations made by the respondent and/or his/her representative in the course of the
interview;

• after the conclusion of the interview, compile a record of the interview;

• advise the respondent that a copy of relevant parts of the interview record (when
finalised) may be forwarded to the complainant;

• explain fully to the respondent and/or his/her representatives the next stage in the
investigation (i.e. the compilation of a report of the interview, a further interview with the
complainant to discuss the response of the respondent, interview with relevant witness(s)
etc.);



• explain how a decision on the outcome of the investigation will be notified, i.e. by written
communication to the complainant, respondent and, if applicable, their nominated
representative.

Following the interview the Chairperson of the investigation team will forward their notes to the 
respondent within seven days. The respondent will be requested to review it and, if it is 
acceptable, sign and return one copy within seven days. If the respondent considers the report to 
be inaccurate or incomplete, he/she should notify any amendments, additions or points of 
clarification within seven days. When the content has been agreed, the Chairperson will send two 
copies of the amended record to the respondent who will return an original signed copy within 
three days. If agreement cannot be reached on the interview notes, the investigators should note 
the area of disagreement in their notes of the interview and proceed with the investigation.  
Where possible interview notes will be written up and signed off at the interview. 

3.8 Stage 5 - Other Interviews  
Interviews with witnesses shall be used to establish whether corroborative evidence of any nature 
is available. The investigators shall conduct interviews with any person who may have any 
information which could assist in the investigation of the complaint.  
Prior to conducting interviews with witnesses, the investigators will ensure that each receives 
written correspondence informing him/her of the investigation and inviting him/her to assist the 
enquiry. The form of letter which will be used is in Appendix C.  

In the course of confirming arrangements for the/each interview, the investigators will satisfy 
themselves that the witness understands (or knows where he/she may obtain the necessary 
information regarding) the investigation procedure, and in particular:  

• that he/she may contact the investigators to discuss the planned interview if further or
more specific information is required;

• that a record of the interview may be passed to both the complainant and the respondent;

• the prohibition on discussing any aspect of the case with any other person and that any
breach may result in disciplinary action;

• that he/she are entitled to be accompanied at interview by a representative or a friend;

• that he/she has the right to avail of the Counselling Service, the Students Union,
Employee Assistance Programme, Staff Union, or other support services at any point
during the investigation.

• 
• that if bullying/harassment is found to have occurred the report of the investigation team 

will be submitted to the Head of School and/or Disciplinary Officer for decision on how 
to proceed. 

The interview will be conducted on the lines of the procedure set out above. The investigators 
may decide, if they see fit, to:  



• interview friends / class-mates of the complainant with whom he/she indicates he/she
discussed the situation prior to the commencement of the investigation;

• seek to contact others who may have witnessed the alleged harassment but have not been
named by the complainant and/or the respondent (e.g. other students or staff who were at
the same time(s) and location(s) where the bullying or harassment is alleged to have taken
place);

• seek whether other forms of corroborative evidence may be available, such as supporting
documentation provided by the complainant and/or his/her representative, or other
documents, files or records deemed to be appropriate to the investigation.

Following the interview, the Chairperson of the investigation team will forward his/her notes to 
the interviewee within seven days. Two copies of the interview record will be sent to the 
interviewees who will be requested to review it and, if it is acceptable, sign and return one copy 
within seven days. If the interviewee considers the report to be inaccurate or incomplete, he/she 
should notify any amendments, additions or points of clarification within seven days. When the 
content has been agreed, the Chairperson will send two copies of the amended record to the 
interviewee who will return an original signed copy within three days. If agreement cannot be 
reached on the interview notes, the investigators should note the area of disagreement in their 
notes of the interview and proceed with the investigation.  Where possible interview notes will be 
written up and signed off at the interview. 

3.9 Stage 6 - Re-Interviews  
If appropriate, the investigators may re-interview the complainant and/or a respondent or witness 
if new, relevant information becomes available. The investigators should:  

• put the new evidence to each party for comment;

• allow either party and/or his/her representative an opportunity to make any final
representations which they deem relevant;

• keep comprehensive and legible notes and compile and finalise a record of each interview
in accordance with the procedure previously set out;

• advise the parties that copies of interview records may be made available to the other
parties;

• advise the parties of the mechanism by which a decision on the outcome of the investigation
will be notified, i.e. by way of written communication to complainant/respondent and copied,
if applicable, to their nominated representatives.

The steps and guidelines set out at Stages 3 – 5 above shall also be fully observed in any re-interviews 
conducted in the investigation.  

4. THE INVESTIGATORS’ FINDINGS AND ACTION ARISING

4.1 In general the investigation of all complaints will be completed within six months. 

4.2 At the completion of the investigation, a report determining whether an allegation of bullying or 
harassment has been substantiated or not will be prepared. This report will include: the nature and 



details of the complaint, the response of the respondent, and the conclusions of the investigation team, 
i.e. whether the complaint has been substantiated. This report signed by the Investigation team will be
forwarded, by the Chairperson, to the Head of School within one month of the investigation being
completed.

4.3 Both the complainant and the respondent(s) and, if applicable their nominated representative will 
be notified personally and in writing of the outcome of the investigation stage within two weeks of the 
matter being considered by the Head of School.  

4.4 Before any action is decided upon by the Head of School both parties (complainant and 
respondent) will be offered an opportunity to comment on the findings of the investigation team 
Where either party wishes to appeal the outcome of an investigation, he/she may make a written 
submission to the Director of Student Services within 5 working days setting out the reason(s) for 
the appeal. Appeals against the conclusion of the Investigation report can only be made on one or 
more of the following grounds: 

• New information on the complaints that were investigated by the Investigation team has
now come to hand.

• The procedures of the University in relation to the Student Dignity and Respect
Investigation process have not been followed properly.

The Director of Student Services will consider the reason(s) for the appeal and will initiate a further 
investigation which will focus only on the basis of the appeal. The investigation will be conducted by 
a new investigation team who will report to the Director of Student Services. The outcome of the 
appeal will be notified to both the respondent and the complainant and, if applicable, copied to the 
nominated representative.  

4.5 If the allegation is substantiated, that is, if it is concluded that bullying or harassment has occurred, 
the University's Student Disciplinary procedures will be initiated by the Head of School. If the 
allegation is found to be false, a disciplinary enquiry may similarly be initiated, in certain situations.  

4.6 Retaliation of any kind against another student / staff member for complaining or taking part in an 
investigation concerning bullying/harassment is a disciplinary offence.  

5. RECORDS

5.1 When the investigation has been completed, the investigation files and reports will be given to the 
Head of School and filed on a confidential basis. The report will also be made available to the 
Disciplinary Officer.  Records of the Disciplinary Process will be maintained as outlined in the 
Student Disciplinary Procedures. 

5.2 At the end of each investigation, for record purposes, the Head of School should also notify the 
Director of Student Services of the outcome of the investigation and the decision of the Head of 
School to invoke the Student Disciplinary Procedures as appropriate. This record will be for the 
compilation of statistics which may be used for reporting purposes, to identify trends and for 
management information purposes.  See the Summary Complaint Form that should be used to 
complete this report and may be found in Appendix D. 



6. GENERAL PROVISIONS

8.1 If at any stage during the investigation, there is fear of physical assault, intimidation or retaliation, 
the Head of School, in consultation with the investigation team and the Head of the academic 
programmes of the students concerned in the complaint, will decide on the action to be taken. This 
may involve re-locating or suspending individual(s) involved, without prejudice, as a precautionary 
measure.  

6.2 The investigators may, at their discretion, avail of expert assistance at any point in their 
investigation.  

6.3 The Counselling Service, Employee Assistance Programme, Students’ Union, staff unions  and 
other support services are available to offer support to any party, at all times.  

7. QUERIES
The owner of these procedures is the Directorate of Student Services. This policy will be
reviewed, on a two year cycle in line with changes in the legislation, relevant case law and other
developments.

DRAFT v 1.6 October 2016 

Appendix	A	

Draft	Letter	to	the	Complainant	

(Insert	Date)	



(Insert	Full	Home	Address)	

Dear	(insert	complainant’s	name)	

I	wish	to	acknowledge	receipt	of	your	letter	of	complaint	of	(insert	date)	and	to	advise	that	(insert	

name	of	co-investigator)	and	I	have	been	appointed	by	(insert	name)	Head	of	School	to	investigate	

your	complaint	on	their	behalf.	

The	University	views	all	complaints	seriously	and	I	wish	to	assure	you	that	this	matter	will	be	
thoroughly	investigated.		I	enclose	for	your	information	a	copy	of	the	TU Dublin	Student	Dignity	and	
Respect	Policy	and	Procedures	and	the TU Dublin	Student	Dignity	and	Respect	Investigation	
Procedures,	which	I	will	follow	in	investigating	the	matters	raised	by	you.		If	you	have	any	questions	in	
relation	to	any	matters	covered	in	the	procedure,	please	feel	free	to	raise	them	with	me.	

The	first	stage	in	the	investigation	of	your	complaint	involves	an	interview	with	you.	To	this	end	I	
would	like	to	invite	you	to	a	meeting	on	(insert	time	and	date)	at	(insert	location).	You	may	be	
accompanied	at	this	meeting	by	a	friend	of	representative	if	you	wish.	This	person	should	not	be	
involved	in	the	case	in	any	other	capacity.	

It	is	my	intention	to	inform	the	person(s)	named	in	your	letter	of	complaint	of	the	specific	allegations	
made	by	you.	This	is	necessary	to	ensure	that	the	matters	complained	of	are	fully	investigated	and	
that	all	parties	to	the	complaint	are	treated	fairly.		Confidentiality	must	be	observed	in	matters	
connected	with	investigation	of	the	complaint	raised,	insofar	as	it	is	practicable.	

In	this	regard	you	are	instructed	not	to	contact	any	of	the	persons	(including	witness/es)	referred	to	
by	you	in	your	complaint	about	this	matter.		Failure	to	comply	with	this	instruction	may	seriously	
hinder	the	University's	ability	to	investigate	or	take	action	on	your	complaint	and	may	render	you	
liable	to	disciplinary	proceedings.	

Please	let	me	know	whether	the	time	and	date	suggested	above	are	suitable	and	please	be	assured	

that	confidentiality	in	relation	to	all	matters	concerned	with	this	investigation	will	be	maintained	

insofar	as	is	practicable.	

Finally,	I	would	like	to	take	this	opportunity	to	remind	you	that	the	support	of	the	student	support	

services,	such	as	counselling	and	students	union,		are	available	to	you	at	all	times	should	you	wish	to	

avail	of	same.	A	list	of	the	support	services	is	available	on www.tudublin.ie/cao/campus-life/

Yours	sincerely	

(Insert	Chairperson’s	Name)	

University	Address	&	Phone	Number	

NOTE:	Any	person	involved	in	the	investigation	found	to	be	in	breach	of	confidentiality	will	render	
themselves	liable	to	disciplinary	proceedings,	which	may	result	in	disciplinary	action	up	to	and	
including	expulsion.	This	applies	to	any	improper	discussions	of	the	substantive	proceedings	outside	
the	formal	meetings.	



Appendix	B	

Draft	Letter	to	the	Respondent(s)	

(Insert	Date)	

(Insert	full	home	address)	

Dear	(insert	name	of	respondent)	

I	wish	to	advise	you	that	(insert	name)	Head	of	School,		has	received	a	written	complaint	about	

alleged	misbehaviour	by	you.		Specifically,	the	complaint	alleges	that	you	have	engaged	in	(insert	the	

type	of	Bullying	or	Harassment)	of	another	student		(insert	name	of	complainant).	

(Insert	name	of	co-investigator)	and	I	have	been	appointed	by	(insert	name	of	Head	of	School)	to	
investigate	this	complaint.	The	University	views	all	complaints	seriously	and	I	wish	to	assure	you	that	
this	matter	will	be	thoroughly	investigated.	I	enclose	for	your	information	details	of	the	specific	
allegations	made	against	you	in	the	signed	complaint	received	from	(insert	name	of	complainant).		I	
make	these	details	available	to	you	on	a	confidential	basis.		It	is	for	your	information	and	that	of	any	
representative	you	engage	in	this	connection.		I	must	instruct	you	that	it	is	not	for	publication	or	
discussion	beyond	that,	and	that	failure	to	comply	with	this	instruction	may	render	you	liable	to	
disciplinary	proceedings	on	that	account.	

I	also	enclose	for	your	information	a	copy	of	the	TU Dublin	Student	Dignity	and	Respect	Policy	and	
Procedures	and	the		TU Dublin	Student	Dignity	and	Respect	Investigation	Procedures,	which	I	will	
follow	in	investigating	the	allegations	made.		If	you	have	any	questions	in	relation	to	any	matters	
covered	in	the	procedure,	please	feel	free	to	raise	them	with	me.	

In	order	to	investigate	the	matters	complained	of	further,	it	is	necessary	for	me	to	interview	you	to	

ascertain	your	response	to	the	specific	allegations	made	and	to	hear	any	other	points	which	you	may	

wish	to	have	considered	in	this	connection.		To	this	end,	I	would	like	to	invite	you	to	a	meeting	on	

(insert	date	and	time)	at	(insert	location).	You	may	be	accompanied	at	this	meeting	by	a	friend	or	a	

representative	if	you	wish.	This	person	should	not	be	involved	in	the	case	in	any	other	capacity.	

The	purpose	of	this	meeting	is:	

• to	allow	you	an	opportunity	to	respond	to	the	specific	allegations	raised;	and
• to	allow	you	an	opportunity	to	raise	any	other	matter	which	you	deem	relevant.

Failure	to	co-operate	with	the	investigation	will	be	noted	and	will	not	preclude	the	investigation	

from	proceeding.	

Please	let	me	know	whether	the	time	and	date	suggested	above	are	suitable,	and	please	be	assured	
of	absolute	confidentiality	in	relation	to	all	matters	concerned	with	this	investigation,	insofar	as	is	
practicable.	

Please	note	that,	for	the	duration	of	our	investigation,	all	communications	by	you	with	(insert	name	

of	complainant)	or	any	other	individual	connected	with	this	matter	must	be	strictly	related	to	college	
work.	You	are	hereby	instructed	to	refrain	forthwith	from	any	and	all	attempts	to	communicate	



about	any	other	matters.		Failure	to	comply	with	this	instruction	may	render	you	liable	to	disciplinary	
proceedings,	from	which	serious	disciplinary	action	up	to	and	including	expulsion	may	result.	

Finally,	I	would	like	to	take	this	opportunity	to	remind	you	that	the	support	of	the	student	support	

services,	such	as	counselling	and	students	union,		are	available	to	you	at	all	times	should	you	wish	to	

avail	of	same.	A	list	of	the	support	services	is	available	on	www.tudublin.ie/cao/campus-life/	

Yours	sincerely	

(Insert	Chairperson’s	Name)	

Address	&	Phone	Number		

NOTE:	Any	person	involved	in	the	investigation	found	to	be	in	breach	of	confidentiality	will	render	
themselves	liable	to	disciplinary	proceedings,	which	may	result	in	disciplinary	action	up	to	and	
including	expulsion.	This	applies	to	any	improper	discussions	of	the	substantive	proceedings	outside	
the	formal	meetings.	



Appendix	C	

Draft	Letter	to	the	Potential	Witness(es)	

(Insert	Date)	

(Insert	full	home	address)	

Dear	(insert	name	of	potential	witness)	

I	wish	to	advise	you	that	(insert	name	of	co-investigator)	and	I	have	been	appointed	by	(insert	name	

of	Head	of	School)	to	investigate	(an)	alleged	instance(s)	of	bullying	or	harassment	made	by	(insert	

name	of	complainant)	against	(insert	name	of	alleged	harasser)	on/during	(date	or	period).	

Information	which	has	become	available	to	us	suggests	that	you	may	be	in	a	position	to	assist	with	
these	enquiries	or	provide	other	information	which	may	prove	useful.	To	this	end	we	would	like	to	
invite	you	to	a	meeting	on	(insert	time	and	date)	at	(insert	location).	You	may	be	accompanied	at	
this	meeting	by	a	friend	or	representative	if	you	wish.		This	person	should	not	be	involved	in	the	case	
in	any	other	capacity.	

Please	let	me	know	whether	the	time	and	date	suggested	above	are	suitable	and	please	be	assured	
that	confidentiality	in	relation	to	the	contents	of	our	discussion	will	be	maintained	insofar	as	is	
practicable.	If	you	require	any	further	information	in	relation	to	the	proposed	meeting,	please	
contact	me.	

A	record	of	your	statement	(as	agreed	by	you)	may	be	passed	to	both	the	complainant	and	the	
respondent.	

Due	to	the	confidentiality	of	this	matter	you	are	instructed	to	refrain	from	discussing	any	matters	

relating	to	this	enquiry	with	any	other	person	(other	than	your	chosen	friend	or	representative)	for	

the	duration	of	the	enquiry.	Failure	to	comply	with	this	may	hinder	the	University's	ability	to	carry	
out	a	proper	investigation	of	this	serious	matter	and	render	you	liable	to	disciplinary	proceedings	on	

that	account.	

Finally,	I	would	like	to	take	this	opportunity	to	remind	you	that	the	support	of	the	student	support	

services,	such	as	counselling	and	students	union,		are	available	to	you	at	all	times	should	you	wish	to	

avail	of	same.	A	list	of	the	support	services	is	available	on	www.tudublin.ie/cao/campus-life/	

Yours	sincerely	

(Insert	Chairperson’s	Name)	

Address	&	Phone	Number	

NOTE:	Any	person	involved	in	the	investigation	found	to	be	in	breach	of	confidentiality	will	render	
themselves	liable	to	disciplinary	proceedings,	which	may	result	in	disciplinary	action	up	to	and	
including	expulsion.	This	applies	to	any	improper	discussions	of	the	substantive	proceedings	outside	
the	formal	meetings.



Appendix	D	

Student	Dignity	and	Respect	Summary	Complaint	Report	

Date	of	completion	of	Summary	Complaint	form:		________________________	

Details	of	Complainant:	

Name	 	

Student	Number	

Programme	

Year	of	study	

Details	of	Respondent:	

Name	 	

Student	Number	

Programme	

Year	of	study	

Nature	of	Complaint:	specify	bullying	and/or	harassment	and	provide	brief	description	



Date	when	complaint	was	first	lodged:	________________	

Was	the	complaint	formally	submitted	in	writing?	 Yes	!	 	 No	!	

Has	the	complainant	been	absent	from	college	since	the	complaint	was	lodged?	Yes	!		No	!	

Was	the	complaint	resolved	informally?		 Yes	!	 No	!	

Was	the	complaint	resolved	by	mediation	 Yes	"	 No	"	

Was	a	formal	complaint	lodged,	with	investigation?	 Yes	!	 No	!	

Names	of	Investigators	(in	the	case	of	a	formal	complaint):	

Outcome	of	the	case:	

In	the	case	of	a	formal	complaint,	describe	what	action	was	taken	subsequently	(including	any	

disciplinary	action	taken):	

Date	when	complainant	notified	of	the	outcome	of	the	investigation:	____________________	

Date	when	respondent	was	notified	of	the	outcome	of	the	investigation:	_____________	

Processing	Time	for	Conducting	the	Investigation	_____________	weeks	



Was	there	any	legal	action	associated	with	this	complaint?		Yes	!	 No	!	

If	so,	provide	details:	

Name	of	person	responsible	for	this	record:	___________________________	

Location	where	record	will	be	held:		__________________	

Where	a	complaint	has	been	informally	resolved,	this	report	should	be	completed	by	the	Head	of	

School.	When	a	formal	investigation	has	been	completed,	this	report	should	be	completed	by	the	

Head	of	School	and	forwarded	to	the	Director	of	Student	Services.	




