APPENDIX C PROCEDURE FLOWCHART
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Employee contacts Line Manager, Freedom to Speak Up Champion /  Guardian or other 

appropriate person as outlined in policy to raise concerns 

Line Manager (or other appropriate person) arranges to meet with the employee within 5 

working days of raising the initial concern verbally –�employee can be accompanied by 

Companion for support if they wish to do so

Line Manager (or other appropriate person) discuss concerns and informal resolution/s and agree 

how to move forward 

Discussions documented using template at Appendix 3 –�signed by Line Manager and Employee 

Actions implemented and ongoing support offered to employee as required 

INFORMAL

STAGE 

Informal resolution is unsuccessful, the decision has been taken by the Trust to 

escalate the concerns under the formal stage or the employee wishes to raise 

formal concerns

Employee completes form at Appendix 6 and submits to Director of People and 

Organisational Development 

On receipt of Appendix 6 Director of People and Organisational Development will 

write to the employee within 7 working days to confirm next steps as follows; 

- Further discussion and/or actions recommended to 

take place as part of formal procedure

- A meeting with the employee arranged to discuss 

further

- A request for further information

Formal resolution supported –�Investigating Officer appointed 

supported by HR Advisor

Formal investigation initiated as timely as possible of decision to 

proceed

Investigating Officer investigates in accordance with Trust Disciplinary 

Procedure –�Investigation to be completed within 2 months wherever 

possible

Investigating Officer to update employees involved, preferably every 4 

to 6 weeks on progress of investigation

On conclusion of investigation, Investigating Officer to submit 

investigation management report to the Commissioning Manager for 

consideration

If the complaint is found to be unsubstantiated

Both the complainant and the subject of the complaint will be 

informed in writing by informed by the Investigating Officer that 

the investigation has been concluded and a summary of the 

outcomes.  They will also be given the opportunity to attend a 

meeting if they wish to do so with the Investigating Officer to 

receive more detailed feedback where available

Both the complainant and the subject of the complaint will 

be informed in writing of this by the Commissioning 

Manager or their representative

Both the complainant and the subject of the complaint will 

be informed by the Investigating Officer in writing that the 

investigation has been concluded and a summary of the 

outcomes.  They will also be given the opportunity to attend 

a meeting if they wish to do so arranged with the 

Investigating Officer to feedback the outcomes and receive 

more detailed feedback where available.   

If the complaint is found to be substantiated and disciplinary 

action is not being recommended

If the complaint is found to be substantiated and 

disciplinary action is being recommended

Refer into the Trust Disciplinary Procedure

Line Manager agrees to 

observe the interactions 

between parties and provide 

relevant feedback as 

appropriate 

Line Manager or another 

appropriate person facilitates an 

informal meeting between 

employees 

Informal discussion with all 

colleagues in the 

department 

The Line Manager 

recommends that Mediation 

is explored between parties 

involved 

Coaching and/or other 

development Tools 

Line Manager may decide if 

it is appropriate to refer the 

matter into the Personal 

Responsibility Framework 

FORMAL

STAGE 

Continued support offered Continued support offered

Continued support offered

Employee discusses the behaviour with the individual responsible to tell them that it is 

unwelcome and that it is causing distress, requesting them to stop. Alternatively if they feel 

unable to speak to the individual directly alone they may ask a colleague to be present or write 

to the individual concerned 

If the bullying or harassment continues, or if the employee is unwilling or unable, for whatever 

reason, to confront the person directly
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Employee contacts Line Manager, Freedom to Speak Up Champion /  Guardian or other appropriate person as outlined in policy to raise concerns
Line Manager (or other appropriate person) arranges to meet with the employee within 5 working days of raising the initial concern verbally – employee can be accompanied by Companion for support if they wish to do so
Line Manager (or other appropriate person) discuss concerns and informal resolution/s and agree how to move forward
Discussions documented using template at Appendix 3 – signed by Line Manager and Employee
Actions implemented and ongoing support offered to employee as required
INFORMAL
STAGE
Informal resolution is unsuccessful, the decision has been taken by the Trust to escalate the concerns under the formal stage or the employee wishes to raise formal concerns
Employee completes form at Appendix 6 and submits to Director of People and Organisational Development
On receipt of Appendix 6 Director of People and Organisational Development will write to the employee within 7 working days to confirm next steps as follows;
- Further discussion and/or actions recommended to take place as part of formal procedure
- A meeting with the employee arranged to discuss further
- A request for further information
Formal resolution supported – Investigating Officer appointed supported by HR Advisor
Formal investigation initiated as timely as possible of decision to proceed
Investigating Officer investigates in accordance with Trust Disciplinary Procedure – Investigation to be completed within 2 months wherever possible
Investigating Officer to update employees involved, preferably every 4 to 6 weeks on progress of investigation
On conclusion of investigation, Investigating Officer to submit investigation management report to the Commissioning Manager for consideration
If the complaint is found to be unsubstantiated
Both the complainant and the subject of the complaint will be informed in writing by informed by the Investigating Officer that the investigation has been concluded and a summary of the outcomes.  They will also be given the opportunity to attend a meeting if they wish to do so with the Investigating Officer to receive more detailed feedback where available
Both the complainant and the subject of the complaint will be informed in writing of this by the Commissioning Manager or their representative
Both the complainant and the subject of the complaint will be informed by the Investigating Officer in writing that the investigation has been concluded and a summary of the outcomes.  They will also be given the opportunity to attend a meeting if they wish to do so arranged with the Investigating Officer to feedback the outcomes and receive more detailed feedback where available.
If the complaint is found to be substantiated and disciplinary action is not being recommended
If the complaint is found to be substantiated and disciplinary action is being recommended
Refer into the Trust Disciplinary Procedure
Line Manager agrees to observe the interactions between parties and provide relevant feedback as appropriate
Line Manager or another appropriate person facilitates an informal meeting between employees
Informal discussion with all colleagues in the department
The Line Manager recommends that Mediation is explored between parties involved
Coaching and/or other development Tools
Line Manager may decide if it is appropriate to refer the matter into the Personal Responsibility Framework
FORMAL
STAGE
Continued support offered
Continued support offered
Continued support offered
Employee discusses the behaviour with the individual responsible to tell them that it is unwelcome and that it is causing distress, requesting them to stop. Alternatively if they feel unable to speak to the individual directly alone they may ask a colleague to be present or write to the individual concerned
If the bullying or harassment continues, or if the employee is unwilling or unable, for whatever reason, to confront the person directly



