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they wish to raise as a concern about a
working relationship. Managers considering a
concern at any stage of the process
The flowcharts in this action card sets out the key actions that need to be taken by an
employee or a manager when an issue is raised under the Respect & Dignity at Work
Policy:
Flowchart 1: Raising an issue informally
Flowchart 2: Raising an issue formally
Flowchart 3: Appealing a formal outcome

Flowchart 1: Raising an issue informally

Employee approaches colleague about issue / behaviour to try to resolve the
directly with colleague:
e choosing an appropriate time and place for the conversation
e using specific examples to be clear about what they have found
challenging or is causing them concern
e Using a non-confrontational approach
e giving their colleague the opportunity to respond

\ 4
Employee approaches manager about issue / behaviour, providing as much
detail as possible about the:

e name of the colleague

e nature of the issue

e details of dates and times of any specific incidents or examples

e names of any witnesses

e details of any action they have already taken to address the issue

\ 4

Manager holds informal discussion with employee within 7 calendar days to:
¢ better understand the issue being raised
e check if the employee has any more information or evidence to share
e explore options to informally resolve the issue
e identify any support needed
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Approach to informally resolve matter implemented, this could be:
e employee discussing matter with the colleague, if they have not already
done so or employee agree it is worth trying again
e facilitated/supported conversation
e mediation




Flowchart 2: Raising an issue formally

Employee submits concerns in writing to manager, providing as much detail as
possible about:

e the name of the colleague involved

e the nature of the issue

e specific incidents or examples, including dates and times

e any relevant documentary evidence

e the names of any witnesses

e any action already taken to address the issue

e why the informal stage did not resolve the issue (if appropriate)

v

Manager acknowledges receipt within 7 calendar days and notifies their HR
manager about the concerns raised

Appropriate manager identified to consider matter

Manager holds initial meeting with employee to:
o fully explore their concerns
e check their understanding of issue being raised
e discuss resolution being sought
e review any documentation and evidence provided
e review the outcome of informal meetings / stages, and any subsequent
developments
e identify any support needed

Manager decide if need to gather further information or if the matter should be
considered under another process

A 4

Manager gathers additional Matter addressed using another
information as needed process

Manager arranges meeting with employee to:
e provide a summary of their findings
e set out the conclusions reached and outcome
¢ share details of any actions or recommendations identified

v
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Manager informs other party of outcomes and recommendations

A

Within 7 calendar days of individual meeting manager confirms outcome and main
points discussed in writing




Flowchart 3: Appealing a formal outcome

Employee uses Appeal form to submit their appeal within 7 calendar days of
the formal outcome, providing as much detail as possible about:

e the reason (grounds) for their appeal

e the nature of the issue

e the details of any specific incidents

e why the formal stage did not resolve their issue

e the outcome they are seeking

PA to the Director of HR & OD:
e arranges for acknowledgement of appeal to be sent to employee with 7
calendar days
¢ Informs manager who considered formal grievance and the HR manager
who supported them of appeal
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Employee and manager invited to appeal hearing. The invite will confirm:
e the date, time and location of meeting
e the panel members
e if witnesses are being called

A 4

Employee and panel set copy of management report before the appeal
hearing

Appeal hearing takes place at which:
¢ both sides have an opportunity to present their case
¢ both sides and the panel have an opportunity to ask questions
e the panel determine the outcome

v

Outcome letter sent to employee within 7 calendar days of appeal hearing




