
 

Staff to report B&H to appropriate Manager, Trade 
Union Representative, Human Resource Manager or 

Staff advocate 

Instigate formal process.  Arrange 
confidential discussions with 

investigating Officers and individuals 
involved in investigations  

 

Complainant 
should make 

notes of dates 
and details of 

incidents 

Support and advice for 
all staff involved via Staff 
advocates, Occupational 

Health, TU Reps, 
Employee Assistance 

Programme and 
chaplaincy 

 

Can the matter be dealt with informally?  

Yes No 

Is Mediation 
appropriate – if so 

speak to HR regarding 
organisation of a 

Facilitated Discussion 
(see additional flowchart) 

Has the matter been 

resolved? 

Complete Employee 
Relations database – 
both Bullying & 
Harassment and 
Mediation sections  -  HR 
to arrange follow up in 3 
months. 

No 

Investigation to be completed 
Action to be taken in accordance with 

the Trust Disciplinary Procedure. 

Complete Employee 
Relations database – 
arrange follow up in 3 
months. 

Detailed outcome to be 
delivered to all 

concerned 

Right of appeal 

offered 

Has the employee 

appealed? 

No Yes 

Organise appeal in 
accordance with the 
Trust Disciplinary 
Procedure 

Yes 

Employee perceives they are being bullied. 



 
 
 
 
 
 
  
 
 
 
 
 
 
  
  
 
 
 
 
 
  
 
 
 
 
 
 
 
  
  
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Mediation facilitated discussion 

Employees unable to deal direct with alleged 
harasser contact Human Resources Department 

or Line Manager – Discussion to propose or 
arrange mediation to take place 

Mediator to meet with both parties 
individually  

Further meeting between both 
parties and Mediator and agree 
future behaviour.  

Where informal action is unsuccessful 
follow Formal process- Investigate 

independently with a Line Manager and 
HR Manager with right to be 

accompanied 

HR Manager and Line 
Manager to consider 

appropriate action in line with 
Disciplinary procedure 

Exclude alleged harasser on 
full pay during investigation 
where deemed necessary 

Right of appeal 



Appendix 3: Bullying and Harassment Summary Form for Human Resources 
Manager 
 
To be completed for all cases of alleged Bullying & Harassment by H. R. 
Manager & placed at the front of the case file: 
 

Name of HR Manager handling case  
 

Name & position of Investigator 
appointed with HR Manager 

 

Name of Complainant  
 

Name(s) of the alleged perpetrator(s)  
 
 

Please indicate how the case has been  
handled* 

Handled under Raising Concerns 
 
Handled as a Complaint 
 

Date Complaint/Concern raised  
 

Date Investigation initiated  
 

Date Case Closed  
 

Has Mediation been considered* 
 
If no, please indicate why 
 

Yes/No 

Please indicate how resolved* Formal/Informal 
 

Are there documented progress 
updates on file with all parties involved* 
 

Yes/No 

Is there evidence on file to support 
updates to all parties involved where 
timescales stretch to outside of 
procedure?* 
 

Yes/No 

 
* Please delete as appropriate 

 


