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2. SCOPE  
2.1. The purpose of this document is to provide clear guidelines for PCI College students to report 

sexual misconduct or harassment while engaged with their studies at the college. 
2.1.1.  This procedure is designed for students to have clarity on reporting incidents of 

misconduct committed by other learners, lecturers, or college support staff. 
2.2. This Procedure applies to all college programmes and settings, including classrooms, either 

virtual or physical. Communications between lecturers and students, as well as students and 
other students, are also covered in the scope of this procedure. 

2.2.1.  This procedure does not apply to non-staff members/students or activities that take 
place outside of the college environment between learners, lecturers, or staff that are 
unrelated to PCI College. 

2.3. In providing these transparent guidelines on how to report potential incidents of sexual 
misconduct or harassment, this procedure will provide clarity to all learners on who to contact 
in the event of such an incident and how this will be investigated by the college. 

 
3. GUIDING PRINCIPALS 
3.1. PCI College is committed to providing a safe and respectful learning environment for all 

learners. 
3.2. This procedure is developed in line with PCI College's Mission, Vision, and Values. Specifically, 

the value of Integrity and to “operate ethically and with honesty, empathy and respect”. We 
wish to provide clarity to all learners on how to disclose sexual misconduct and or harassment 
and make the process as transparent as possible. 

 
4. DEFINITIONS 
4.1. Sexual misconduct and harassment cover acts, requests or conduct which could reasonably be 

regarded as being offensive, humiliating or intimidating, have the purpose or effect of violating 
that individual's dignity and are in fact unwelcome to a particular individual. 

4.2. PCI College recognises that personal or sexual harassment and misconduct have the potential to 
happen within the college environment as well as outside and that this can affect learners' lives 
by interfering with their academic performance or by creating a stressful, intimidating, and 
unpleasant environment. 

4.3. It is important to recognise that sexual misconduct and harassment can occur in a variety of 
different ways that include but are not limited to the following: 

4.3.1. Acts of purposeful/targeted physical intimacy (such as unnecessary touching, patting, 
pinching, or brushing against another person's body);  

4.3.2. Requests for sexual favours  
4.3.3. Spoken words (such as propositions or pressure for sexual activity, continued 

suggestions for social activity outside the classroom after it has been made clear that 
this is unwelcome, unwanted, or offensive flirtations, suggestive remarks, innuendoes, 
or lewd comments) 

4.3.4. Repeatedly making inappropriate sexual comments that make others uncomfortable 
4.3.5.  The production, display or circulation of inappropriate written words, pictures, or other 

material (e.g., videos, etc.) 
4.3.6.  Any conduct that is degrading, derogatory, or intimidating towards another learner 

because of their identified gender. 
4.4. For the purposes of this procedure, the reporter of sexual misconduct and harassment shall be 

referred to as the reporting party. 
4.5. For the purposes of this procedure, the subject of the reported misconduct shall be referred to 

as the respondent. 
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4.6. The Sexual Misconduct Advisor is a staff member who has received training in the first 
responding to reports of sexual misconduct and harassment. 

4.7. The screening panel refers to the college staff who will review and determine if a case falls 
under the sexual misconduct and harassment procedure. 

 
5. INFORMAL RESOLUTION 
5.1. For complaints of a less serious nature, the reporting party may wish to address the issue 

directly with the respondent. This approach may be suitable for cases where the respondent is 
unlikely to be aware of the impact their actions are having on others. The invoking of this 
procedure is designed to facilitate a swift resolution to the case. 

5.1.1.  The overall aim of the informal resolution is to resolve the matter informally without 
the need for any further formal steps. An informal discussion is often sufficient to alert 
the respondent to the impact of their actions and can result in a modification of 
behaviour that effectively resolves the matter for the impacted learner and provides the 
respondent with an understanding of how their actions are impacting others. It can also 
provide the respondent with an opportunity to explain the intention of their actions. 

5.2. The reporting party can raise the matter directly with the individual they feel has carried out 
offensive or inappropriate behaviour. This should be done privately and focus on the offensive 
act(s) and the impact they are having. 

5.2.1. This process can take place either with the support of the college or independently, be 
conducted by the reporting party. If the reporting party wishes for support from the 
College, they can contact studentreport@pcicollege.ie for assistance; see 5.3 for further 
details.  

5.2.2.  If the learner feels it is more appropriate, they can note the acts in an email and address 
it to the respondent, focusing on the offensive actions and the impact they are having. 

5.3. Should the learner find it difficult to raise their concerns directly with the respondent, they can 
contact studentreport@pcicollege.ie, who will provide assistance from a trained Sexual 
Misconduct Advisor to facilitate a discussion with the respondent. In the instance where the 
reporting party opts for a facilitated discussion, the Sexual Misconduct Adviser will meet with 
the learner to outline the various options for addressing the matter. If a facilitated meeting is 
agreed to by the reporting party, the respondent will be contacted to arrange a meeting 
between all parties. 

5.3.1. To assist with the meeting, the reporting party is asked to provide a statement outlining 
the alleged actions taken by the respondent and the impact they are having. This 
information will be provided to the respondent in advance of the meeting to provide 
context for the meeting. 

5.3.2. The sexual misconduct advisor will formally record brief notes of the meeting and will 
work towards mediating a solution with both parties. 

5.3.3.  Where the reporting party is happy that the informal meeting has addressed the issue, 
the matter is considered resolved and the case is considered closed. 

5.3.4. If the reporting party is not satisfied with the outcome of the informal process, they can 
move to the formal complaint procedure as outlined in section 6. 

 
6. FORMAL COMPLAINTS PROCEDURE 
6.1. The formal complaints procedure can be invoked by a reporting party where the issue is of a 

more serious nature, the informal resolution procedure has proved unsuccessful, or where the 
reporting party does not wish to engage in the Informal resolution procedure. 

6.2. Formal complaints can be directed to studentreport@pcicollege.ie, who will provide the learner 
with the Formal Complaint Form and, if required, provide guidance on how to complete it. 

6.3. Where the complaint involves more than one party, a separate form will need to be completed 
for each respondent. 

mailto:studentreport@pcicollege.ie
mailto:studentreport@pcicollege.ie
mailto:studentreport@pcicollege.ie
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6.4. The complaints form will need to provide details of the alleged incident, i.e., the specific 
allegation(s), details of the inappropriate behaviour, specific time and date, and names of any 
witnesses, and should be signed and dated by the reporting party. 

6.4.1.  Once the complaint form has been submitted to studentreport@pcicollege.ie, it will be 
initially assessed by a screening panel that includes at least two members of the 
college's senior management team and the Sexual Misconduct Advisor to determine if 
the alleged behaviour falls under the definition of sexual misconduct/harassment. 
6.4.1.1. The panel may recommend, based on the review of the form, that informal 

resolution is pursued by the reporting party in the first instance if it has not 
already been and they feel it may be suitable in the circumstances. 

6.4.1.2. The panel may also recommend that the complaint be progressed to a 
formal investigation. 

6.4.1.3. The panel may determine that this does not fall under the jurisdiction of this 
procedure (see definitions of sexual misconduct and harassment under section 
4.3) and will advise the reporting party either where their complaint may be 
addressed or that their complaint is not being pursued. 

6.5. Where the panel recommends a formal investigation, they will appoint either a member of the 
screening panel to conduct this investigation or a college manager. 

6.5.1.  At times, it may be required to appoint co-investigators of a complaint. 
6.5.2. PCI College reserves the right to also appoint an external investigator if it feels that the 

matter is best addressed by an external expert with expertise in these matters. 
6.6.  The investigator will meet with the reporting party and the respondent separately, a record of 

these meetings will be kept, and a neutral member of staff may be employed to take minutes at 
these meetings. 

6.6.1.  The respondent will be provided with details of the allegations being made against 
them, as well as being provided with evidence to support the claim. They will be 
provided with an opportunity to respond to this accusation/evidence. 

6.6.2. Any counter allegations against the reporting party will be treated as a separate case 
and will need to follow the relevant complaints procedure. 

6.7. The appointed investigator(s) will assess all evidence, consider the statements by the reporting 
party and respondent, and make a decision on the balance of probability on the outcome of the 
case.  

6.7.1.  The investigator may seek approval from the College Board to seek legal advice from an 
expert third party to help them make a fair determination for all parties. 

6.7.2.  Where such legal advice is sought, it will be from an approved provider and must first 
be authorised by the College Board. Where expert advice is required, the matter shall 
still be treated with confidentiality. 

6.8. Where the Investigator determines on the balance of probabilities that there is a case to 
answer, the respondent will be subject to the disciplinary measures defined in the college's 
code of conduct (see support for learners procedure).  

6.8.1.  The reporting party will be informed of the overall outcome of the investigation but not 
of any resulting disciplinary matters that may arise from the outcome for the 
respondent. 

6.9. Where the case relates to a member of PCI College staff as the respondent and the 
investigation finds in the balance of probabilities that there is a case to answer, the college's 
disciplinary procedures as outlined in the staff handbook will be invoked. 

 
 
 
 
 

mailto:studentreport@pcicollege.ie
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7. APPEAL OF FORMAL COMPLAINT OUTCOME 
7.1. Upon receiving the outcome of the complaint, the reporting party or the respondent has the 

right to appeal. 
7.2. The right to appeal the complaint outcome is valid for 14 days following the communication of 

the outcome of the investigation. After this point, no appeal against any outcome will usually 
be considered. 

7.3. To appeal the outcome of a formal complaint, the reporting party/respondent must set out 
clearly their grounds for appeal in writing to studentreport@pcicollege.ie. 

7.3.1.  The other party will be advised that an appeal has been made to the initial outcome of 
the investigation. 

7.4. The grounds upon which an appeal can be made are as follows: 
7.4.1. There is new evidence that was for good reason not available at the time of the initial 

decision that may change the original outcome of the complaint. 
7.4.2.  There was an administrative error in how the initial complaint was conducted that may 

have impacted the outcome of the complaint. 
7.4.3. The evidence presented to the investigators does not support the findings reached and the 

outcome of the investigation. 
7.5. The screening panel will appoint an appropriate staff member not involved in the initial 

investigation to review the appeal and ascertain if the appealing party has grounds for an 
appeal. 

7.5.1.  The appointed individual will be a member of the college management or senior 
management team who was not involved in the initial investigation. 

7.6. The possible outcomes of the appeal are as follows: 
7.6.1.  Reject the appeal and uphold the original decision of the investigators. 
7.6.2.  Agree with the grounds for appeal, review and find the outcome remains unchanged 

and the initial decision of the investigators still stands. 
7.6.3. Agree with the grounds for appeal, review and either decrease or vacate the decision of 

the original investigation. 
7.7. The decision of the appeal is now final and cannot be altered or challenged. 

7.7.1. Learners studying on Middlesex University validated courses can present their case to 
the university for review following the conclusion of the review appeal process if they 
wish to do so. 

 
8. RECORDING OF A COMPLAINT AND STORAGE OF COMPLAINT INFORMATION 
8.1. All records of meetings, either formal or informal, as well as meeting minutes and outcome 

reports, will be stored in a secure folder on the staff intranet that is only accessible to relevant 
staff members. 

8.2. All records related to cases will be stored in a separate folder by case and be categorised by 
academic year. 

8.3. The information shall be stored for as long as it is deemed necessary and in line with GDPR 
legislation and best practice guidelines. 

 
 
9. ANONYMOUS REPORTING OF A COMPLAINT 
9.1. It is highly unlikely that PCI College will pursue a formal complaint if the complaint is from an 

external third party or from an anonymous source who does not wish to identify themselves. 
9.1.1. In these circumstances, there are limitations on the rights of the respondent, such as a 

lack of detail or a lack of evidence, that often make these cases impossible to investigate 
in a fair and transparent manner to all parties. 

mailto:studentservices@pcicollege.ie


PCI College  Revision: 1.1 
Sexual Misconduct and Harassment Procedure  Date: 27/8/25 

 Page 8 of 9 

9.2. Where a report is made in these circumstances, it will be examined on a case-by-case basis by 
the screening panel, which will make the decision on whether the College can review any 
further action. 

 
10. CONFIDENTIALITY  
10.1. Where practically possible, confidentiality of the complaint shall be maintained and confined 

to members of staff directly involved in the investigation. 
10.2. It is important that all staff members who are involved in the complaint maintain 

confidentiality at all times. 
10.3. The reporting party should be aware that PCI College will be obliged to disclose their identity 

to the respondent. This will be clarified to all complainants by the Sexual Misconduct Advisor 
upon submission of a complaint to the college. 

10.3.1.  The disclosure of the individual's identity and information about the alleged 
incident in question is essential to the investigation process. 

10.4. The investigation and its findings are to be treated as highly confidential by both the 
reporting party and the respondent; they should not be disclosed to any other party within PCI 
College. 

 
11. SUPPORT FOR REPORTING PARTY 
11.1. During the disclosure and either formal or informal resolution of an incident of sexual 

misconduct or harassment, the reporting party has the support of the College. They can contact 
the Sexual Misconduct Advisor via studentreport@pcicollege.ie who can arrange a call to walk 
them through all their options and/or discuss with them any supports they may require from 
the college. 

11.2. Where the reporting party makes a request for support from the college via the Sexual 
Misconduct Advisor, they may need to review these requests with the relevant members of 
other College departments. Where this is the case, the Advisor will always inform the reporting 
party before doing so. 

11.2.1. supports may include but are not limited to: 
11.2.1.1. Additional time to complete a pending summative assessment. 
11.2.1.2. A need to pause their clinical placement or studies. 

 
 
12. ADDITIONAL SUPPORTS  
12.1. See below some additional supports that reporting party may wish to access if they have 

been a victim of sexual harassment or misconduct. 

 
Service Contact Number Email/Website 

Irish Association for 
Counselling and 
Psychotherapy (IACP) 

01 230 35 36 https://www.iacp.ie/  

Dublin Rape  
Crisis Centre (DRCC) 

Dublin Rape Crisis 
Centre’s 
24-hour helpline - 
1800 77 8888 

Dublin Rape Crisis Centre 
Your local Rape Crisis Centre/Network 
https://www.rapecrisishelp.ie/find-a-service/ 

Women’s Aid 1800 341 900 Women's Aid 

Men’s Aid  01 554 3811 Men's Aid 

An Garda Siochana See the webpage 
for contact 
information 

https://www.garda.ie/en/crime/sexual-crime/how-
do-i-report-an-incident-of-sexual-crime-.html  

mailto:studentreport@pcicollege.ie
https://www.iacp.ie/
https://www.drcc.ie/
https://www.rapecrisishelp.ie/find-a-service/
https://www.rapecrisishelp.ie/find-a-service/
https://www.womensaid.ie/
https://www.mensaid.ie/
https://www.garda.ie/en/crime/sexual-crime/how-do-i-report-an-incident-of-sexual-crime-.html
https://www.garda.ie/en/crime/sexual-crime/how-do-i-report-an-incident-of-sexual-crime-.html
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13. LINKED POLICIES AND PROCEDURES 
 

Linked Policies  Support for Learner’s Policy 

Linked Procedures  Support for Learners Procedure 
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