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6.04 Dignity at Work

This user guide sets out what you can do if you have a concern about inappropriate behaviour
that may impact on your dignity at work, including bullying, harassment, discrimination and
victimisation. It also sets out the role of Line Management and Departmental HR.

It is always preferable that Dignity at Work issues are resolved informally and all staff are
therefore encouraged to pursue the informal channels wherever possible.

It is understood however that in some cases informal action may not be appropriate. If you
are in any doubt please contact HRConnect for further advice and guidance.

In summary:
If you think your dignity at work has been affected and you require advise and

guidance you are advised to:
o Contact HRConnect (see Introduction at Step 1)

If you wish to make a complaint :

. You may raise the matter on an informal basis with a Departmental Equal
Opportunities Officer, Line Management, Harassment Contact Officer or Trade Union
representative (See Step 2 Informal complaints procedure )

. Submit a formal complaint to HRConnect which in most cases will involve a
preliminary enquiry meeting with your Departmental Equal Opportunities Officer and possibly
a full investigation taking place (Step 3 Formal action)

If you wish to appeal against the decision made as a result of a preliminary enquiry
meeting, you are advised to:

. Submit your appeal to HRConnect who will ensure the appropriate procedures are
followed to deal with your appeal(s) (Step 4 Initiating the appeal process)

Line Management will:
. If approached, discuss the complaint informally with the member of staff and assist
informal intervention if required (Step 1 Introduction)

Departmental HR will:

o If approached, discuss complaint informally with member of staff (Step 1 Introduction)
. Assist informal intervention, if required (Step 2 Informal intervention)

. Ensure natification of formal complaints from HRConnect are dealt with appropriately
(Step 3 Formal action)

. Ensure notification of appeals from HRConnect are dealt with appropriately (Step 4

The internal appeals process)

In addition to this user guide, you may also wish to refer to the following HR policies in this
Handbook, as appropriate:
° 6.09, Dignity at Work

The following terms within this guide are defined in the glossary:
Equal Opportunities, Harassment Complaint, Employee Assistance Programme,
Departmental Equal Opportunities Officer, Harassment Contact Officer
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Issue Complaint form [DAW 1.12]
First Appeal request form [DAW 1.29]

6.04 Dignity at Work

User guide for staff
Step 1 Introduction

Unwanted, unreasonable and offensive conduct can and does occur in the workplace at all
levels. The 6.09, Dignity at Work policy in this Handbook and this user guide sets out the
Northern Ireland Civil Service approach to this issue and the ways that inappropriate
behaviour can be addressed.

If you require further information you should refer to the 6.09, Dignity at Work policy in this
Handbook or contact HRConnect directly who may direct you to a Harassment Contact
Officer or Welfare Officer in Departmental HR. You should be aware that the role of the
Welfare Officer is one of emotional support not expert advice. Please note all details of this
conversation will be treated in the strictest confidence.

The Employee Assistance Programme may be used to discuss any problem you are
encountering. However, you should be aware that they are not familiar with Northern Ireland
Civil Service policy or procedures.

There are two independent courses of action for resolving Dignity at Work complaints:
e Informal action, where you either directly or with assistance, seek to stop the
offending behaviour
¢ Formal action, which is a two-stage process involving a preliminary meeting between
you and the Departmental Equal Opportunities Officer, and where appropriate, the
appointment of an Investigation Officer to carry out an investigation of your complaint

Normally the expectation is for you to attempt to resolve the matter using informal action.
However, the seriousness of the complaint may prevent this course of action, or you may
prefer to take formal action immediately. Formal action may also be appropriate where a
previous attempt at an informal resolution has failed. If you are unsure which type of action
would be best in your situation you should discuss your case with an Harassment Contact
Officer.

If at any stage in either the informal or formal process it appears that a criminal offence may
have been committed, the case will be dealt with under the discipline procedures and police
will be informed.

It will always be assumed that complaints have been made in good faith unless there is
evidence to the contrary. If it becomes apparent that an accusation was deliberately false,
mischievous or vexatious, and was not due to a misunderstanding or genuine mistake, it will
be treated as a serious matter and may lead to disciplinary action.

It is important that if you feel you have suffered unwanted, unreasonable and offensive
behaviour you should keep a note of the details set out below for each incident. This
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information should be recorded whether you wish the complaint to be handled informally or
formally and should be made as soon as possible after each incident:
Date, time and place of incident
Name of alleged offender
What actually happened
How you felt at the time
Name of anyone else present at the time
e Action taken, including whether you or a colleague reported the matter to Line
Management
e Any correspondence relating to the incident(s)

1.2 Time Limits

It is always preferable to attempt to resolve problems as soon as they arise. Formal
complaints of bullying or harassment should be made in writing as soon as is reasonable after
the incident which gave rise to the complaint as this will facilitate more effective investigation
and the accuracy of statements etc.

In most cases a delay of more than 3 months in making a complaint is likely to be regarded as
unreasonable although account will be taken where there have been attempts to resolve the
complaint informally. Where a complaint is made more than 3 months after the incident
complained of, the Departmental Equal Opportunities Officer will consider if the delay was
reasonable, taking into account all the circumstances. If it is concluded that it was not, the
complaint may be rejected. In such cases the complainant can appeal to the Departmental
Equal Opportunities Officer. The case will be reviewed by the Establishment Officer or
nominated officer who will decide if the delay was reasonable.

Step 2 Informal Complaints Procedure

By using the informal process you are seeking to end the unwelcome behaviour either
through approaching the alleged offender directly, possibly with the assistance of a third
party, or through mediation. You can do this in a number of ways including:

e Approaching the alleged offender directly or with the support of a Harassment
Contact Officer, work colleague, Trade Union representative, or Line Manager (or
someone in a more senior position if the Line Manager is the alleged offender)

e Asking a Harassment Contact Officer, Trade Union representative or Line Manager
(or someone in a more senior position if the Line Manager is the alleged offender) to
approach the alleged offender on your behalf

Throughout the process both parties, that is you and the alleged offender, are entitled to the
same rights. You can approach any of the following to request advice or support:
¢ A Harassment Contact Officer
e Your Line Manager (or someone in a more senior position if your Line Manager is the
alleged offender)
e A Trade Union representative

It can be helpful to the successful resolution of the problem if your Line Manager and the
alleged offenders Line Manager are made aware of the existence of a complaint. This will
only be done with the agreement of all parties.

Where the alleged offender accepts that their conduct has been or could be construed as
offensive and undertakes to amend their behaviour and provided that you are satisfied with
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the outcome, the matter will usually end here and no further action will be required. Where
this is not the case you have the option of pursuing the matter formally.

Irrespective of the outcome, you are advised to retain a note of what has occurred in case the
unacceptable behaviour resumes.

Normally the Harassment Contact Officers will not advise how a complaint should be handled.
However, if they feel that the circumstances surrounding the complaint are such that it would
be more suitably dealt with by formal action, they will advise you accordingly. The decision
normally rests with you and if you do not wish to take any action, this fact will be recorded and
should be signed by you. There may be instances where the nature of the complaint is too
serious to be dealt with informally and the department will consider it necessary to undertake
a formal investigation.

It should be noted that informal action does not normally involve formal disciplinary action.

2.1 Mediation

Mediation is also a form of informal action and is a way of solving problems so that you can
come to a workable agreement with someone else. The advantage of mediation is that you
work out the solution to the problem; it is not imposed.

Trained mediators will help you work through your concerns, will not take sides or make
judgements, and will not tell you what to do. Their role is to help you and anyone else
involved in the problem come to an agreement.

The main aim of the mediation process is to look forward to a future settlement rather than be
concerned with a retrospective apportionment of blame. Mediation is problem solving, it
encourages accountability and achieves effective and workable outcomes. Mediation is
appropriate and effective where there is room for manoeuvre and accommodation.

The principles of mediation are as follows:

Any agreements have to be to the satisfaction of all parties concerned

The parties agree a resolution is needed

The content of the mediation is confidential

The mediator is neutral and impartial and has to be seen as such throughout the
proceedings

e Mediation is without prejudice

e The parties have the authority to settle

If you wish to use mediation to resolve issues arising from inappropriate behaviour in the
workplace, you should contact your Departmental Equal Opportunities Officer who will explain
how the process works and establish if the other party or parties involved are also prepared to
consider this option. The use of mediation does not prevent you from getting advice from a
Harassment Contact Officer, Trade Union representative, or a colleague; nor does it prevent
you from taking formal action to resolve the issue.

Step 3 Formal action

You are not required to have taken informal action in the first instance in order to raise a
formal complaint.

3.1 Raising your formal complaint

In order to initiate formal action you should submit a complaint as soon as is reasonable after
the incident which gave rise to the complaint. The_Issue Complaint form [DAW 1.12] has been
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designed for this purpose and sets out the information that is required. This form is available
for you to download from HRConnect. You should complete and email to HRConnect or
where you do not have access to Employee Self-Service, you can request a copy of this form
from HRConnect by telephone and complete and return it by post.

3.2 Preliminary Enquiry Meeting

On receipt of your written formal complaint, you may be invited to attend a Preliminary
Enquiry Meeting with the Departmental Equal Opportunities Officer. This invitation will be sent
to you by HRConnect and will advise you of the following:
e Date, time and venue of the meeting
e The purpose of the meeting
¢ Who will attend the meeting
o Your right to be accompanied by a Trade Union representative or work
colleague of your choice
o You are requested to notify HRConnect in advance of the meeting to
confirm attendance and who, if anyone, will accompany you to this meeting

Prior to this meeting you and your nominated companion will receive an information pack from
HRConnect.

The meeting will normally be carried out within ten working days of the complaint being
received. You may be accompanied by a work colleague not involved in the complaint or a
Trade Union Representative. Both you and your nominated companion will be expected to
make every effort to attend this meeting. However, if you or your nominated companion is
unable to attend, another meeting will be re-arranged within five working days of the original
date. Notes will be taken during the meeting from which minutes will be prepared and copied
to the complainant within 5 working days of the meeting. The complainant will be allowed a
further 5 working days to agree the minutes or suggest any factual amendments. If these
cannot be agreed the 2 versions of the minutes will be kept as a record of the meeting.

All staff involved in a preliminary enquiry should appreciate it is held on a confidential basis
and therefore they must not discuss the matter with any other person.

The preliminary enquiry has several purposes:

e To ensure that the complaint has been outlined in full and that it involves either
harassment, bullying, discrimination or victimisation.

e To allow you to say how you think the complaint should be settled

e To allow the Departmental Equal Opportunities Officer to explore the use of informal
action or mediation with you where these have not already been attempted. (Taking
informal action or mediation will not prejudice any later use of formal action should
this prove necessary)

e Should the informal or mediation options be inappropriate (because they have
already been unsuccessfully attempted or if the behaviour is too serious to be dealt
with using informal action) or if you would prefer to take formal action the
Departmental Equal Opportunity Officer will then consider, on the basis of the
complaint made, if justification exists for a formal investigation to be carried out, that
is, that on the face of it there is a case for investigation

If it is not appropriate to deal with your complaint in accordance with the 6.09, Dignity at Work
policy, for instance, if it is felt that the grievance process would be more appropriate to deal
with your problem, the complaint will be handed back to HRConnect who will deal with the
matter appropriately.
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Should you and the Departmental Equal Opportunities Officer agree that an attempt will be
made to resolve your complaint using informal action your formal complaint will be closed. If
the informal attempts at resolution are unsatisfactory you will have the option of taking formal
action. This will require you to submit a new complaint as set out in section 3.1.

3.3 Right of appeal against non-investigation
Lodge written notice of first appeal

If the Departmental Equal Opportunity Officer considers that a formal investigation is not
appropriate they will inform you in writing within five working days of the minutes of the
preliminary enquiry meeting being finalised. Should you disagree with this decision, you will
have a right of appeal to Departmental HR in line with the appeal process outlined in this user
guide.

3.4 Investigation of the complaint

Where the Departmental Equal Opportunities Officer concludes that a formal investigation is
appropriate you, the alleged offender and your Head of Branch(es) will be informed, within 5
working days of minutes being finalised.

The aim of the investigation is to establish the facts of the complaint and should be carried out
as quickly as possible. The Departmental Equal Opportunities Officer will instruct HRConnect
to carry out an investigation and complete a report which will be passed to the Departmental
Equal Opportunities Officer on completion. The Investigating Officer from HRConnect will
have the authority to interview all persons and examine all documents considered by them to
be relevant to the complaint.

The Departmental Equal Opportunities Officer will notify the appropriate senior managers (at
grade 7 or above) that a complaint has been made within their area of responsibility and that
an investigation will be carried out.

Before the investigation proceeds consideration may be given to a precautionary suspension
of the alleged offender on full pay where a case of serious misconduct has been alleged. In
other cases, if deemed necessary, appropriate action will be taken to avoid contact between
the complainant and the alleged offender. The wishes of the complainant will be taken into
account, especially where s/he requests to be removed from the situation. Both parties will be
advised to familiarise themselves with the procedures as set out in this Guide. The alleged
offender will be given details of the complaint and advised not to approach the complainant or
any potential witnesses about the case as this could be construed as victimisation. The
alleged offender will also be informed that s/he can submit a written response on the
complaint to the DEOO within 10 working days. This will be passed to the Investigating
Officer.

3.5 The Investigation

The Investigating Officer from HRConnect will contact you and the alleged offender to arrange
interviews. The Investigating Officer will initially interview you to obtain fuller details of the
complaint. You may be accompanied by a work based friend, colleague or Trade Union
representative whose role will be to offer support.

The Investigating Officer will then contact the alleged offender to arrange a formal interview
and advise them that they may be accompanied by a work based friend, colleague or Trade
Union representative whose role will be to offer support.
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If at this point the alleged offender admits the offence then there will normally be no need to
involve witnesses. The Investigating Officer will prepare a full report of their findings and
submit it to the Departmental Equal Opportunities Officer.

If the alleged offender denies the offence, the Investigating Officer will proceed to interview all
relevant witnesses. Depending on the outcome of these interviews it may be necessary for
the Investigating Officer to interview you, the alleged offender or witnesses again.

During all interviews, notes will be taken and should be agreed by all attendees following the
meeting. If minutes are not agreed, a note will be made of the areas in dispute and attached
to the document for future reference.

The Investigating Officer will emphasise to all parties including witnesses that the
investigation is confidential and must not be discussed outside the interview unless there is a
legitimate reason for doing so. Failure to comply with this requirement may be treated as a
disciplinary offence depending on the circumstances.

The Departmental Equal Opportunities Officer or nominated officer decides whether or not to
uphold the complaint based on the facts as presented in the report. This decision will be
communicated in writing to both parties. If the complaint is upheld the Departmental Equal
Opportunities Officer will pass the report to Departmental HR to consider if disciplinary action
is appropriate. The offender’s Head-of Branch Level 2 Line Manager will be made aware of
the offence and will be expected to ensure that relationships are closely monitored so that the
unwanted conduct does not continue or that victimisation does not occur.

If the complaint is not upheld no further action will be taken.

If you are not satisfied with the decision of the Departmental Equal Opportunities Officer or
nominated officer, you may appeal to Departmental HR as set out below.

If the alleged offender is unhappy with the decision of the Departmental Equal Opportunities
Officer or nominated officer, they may raise a grievance. For further information, the alleged
offender should refer to the 6.04a Grievance user guide in this Handbook.

All parties should be advised that information provided by them may have to be put to others
being interviewed in connection with the investigation. To maintain the principle of
confidentiality the source of the information will not normally be disclosed without the
permission of the person who supplied it. If permission is not given the Departmental Equal
Opportunities Officer will consider if it is in the interests of ensuring a fair investigation and to
allow the alleged offender to respond fully to the allegations, the identity of a withess should
be revealed. Where a witness requests anonymity due to serious well grounded fears of
reprisals it is unlikely that their identity will be revealed. However, should the matter go to a
Fair Employment of Industrial Tribunal all material including statements may have to be made
available to the relevant parties and/or their representatives.

Interviews will be conducted in private and will normally be held in the workplace unless the
officer requests an alternative arrangements eg if the officer is suspended and prefers not to
attend his/her work locations. Where officers are on absent from work arrangements may be
made, if circumstances permit, to interview them at home of at a suitable location.

Step 4 Initiating the appeal process

4.1 First appeal
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You can complete First Appeal Request form (Ref 1.29) on Self-Service and email it direct to
HRConnect or where you do not have access to HRConnect Employee Self-Service, you can
request a copy of this form from HRConnect by telephone and complete and return it by post.

4.2 Receive acknowledgement from HRConnect

On receiving your appeal HRConnect will send written acknowledgement of receipt and will
pass it to the Departmental Equal Opportunities Officer.

If your notice of appeal is received outside the specified time limits, the Departmental Equal
Opportunities Officer will consider whether to accept your appeal based on any exceptional
factors. You will be informed in writing by HRConnect of their decision. If it is felt that there
are no acceptable grounds for the appeal being received late you will be advised accordingly
and this will end the internal appeals process.

If your notice of appeal is accepted, you will receive written confirmation from HRConnect of
the following:
¢ Date, time and venue of appeal hearing
e Purpose of appeal hearing
o Who will chair the appeal hearing
¢ Who will attend the appeal hearing
e Your right to be accompanied by a Trade Union representative or work colleague of
your choice
e You are required to confirm attendance to HRConnect in advance of the hearing,
who, if anyone, will accompany you to this hearing

Copies of the Indexed Bundle will also be sent to your nominated companion who will
accompany you to the hearing.

4.3 Attend appeal hearing

Prior to the appeal hearing, you and your nominated companion will receive an information
pack from HRConnect. This pack will include relevant case related documents.

The appeal hearing will be held by an officer from Departmental HR, at least one level above
the Departmental Equal Opportunities Officer. You must attend the appeal hearing on the
date and time specified in the letter from HRConnect.

If you are unable to attend the appeal hearing on the date and time specified, you must inform
HRConnect immediately, providing reasons why you are unable to attend this hearing. If it is
considered appropriate, an alternative date for the appeal hearing will be arranged and you
will be informed in writing of the new hearing date by HRConnect.

The purpose of the appeal hearing will be for you to state the reasons for your appeal against
the Departmental Equal Opportunity Officer's decision. The officer hearing the appeal will
consider all relevant factors and decide whether or not the Departmental Equal Opportunity
Officer’s decision was appropriate. Notes will be taken during the hearing from which minutes
will be prepared and copied to the complainant within 5 working days of the hearing. The
complainant will be allowed a further 5 working days to agree the minutes or suggest any
factual amendments. If these cannot be agreed the 2 versions of the minutes will be kept as a
record of the hearing.
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In the event that additional evidence or documentation is required the hearing may be
adjourned and re-convened at a later date or even later in the day, if appropriate. In the event
that the hearing is to be re-convened later in the day, you will be informed by the officer
hearing the appeal. In the event that the hearing is to be re-convened at a later date, you will
be notified of the date, time and venue by HRConnect.

4.4 Receive written confirmation from HRConnect of outcome of appeal

Following the appeal hearing, you and the alleged offender will receive written confirmation
from HRConnect within five working days of the within 5 working days of minutes of hearing
being finalised.

If you are satisfied with the outcome of the first appeal, this will end the complaint procedure
and your complaint will be considered to be closed.

If you are not satisfied with the outcome of the first appeal, you may escalate this matter to a
second and final appeal.

4.5 Second appeal request

If you wish to make a further and final appeal against the Departmental Equal Opportunity
Officer’s decision. To do this you can download an Second Appeal Request form [Ref: 1.48]
on HRConnect Self-Service and email it direct to HRConnect or where you do not have
access to HRConnect Employee Self-Service, you can request a copy of this form from
HRConnect by telephone and complete and return it by post.

The final appeal will normally be held by an officer at least one grade above the officer who
heard the first appeal. You will receive written confirmation of the outcome of the final appeal
from HRConnect.

There is no further right of internal appeal under the Dignity at Work procedure.
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6.04 Dignity at Work

User guide for Line Management

Step 1 Introduction

In addition to this guidance, you should ensure you are fully familiar with the 6.09 Dignity at
Work policy in this Handbook.

Normally the expectation is for a member of staff to attempt to resolve their complaint using
informal action. However, the seriousness of the complaint may prevent this course of action,
or the member of staff may prefer to take formal action immediately. Formal action may also
be appropriate where a previous attempt at an informal resolution has failed.

Step 2 Discuss issue informally

In the event that a member of staff approaches you with a Dignity at Work issue, you should
arrange to discuss the matter with them. The discussion should be dealt with in confidence
although a record of the discussion should be kept for future reference, if required.

Step 3 Informal Action

By taking informal action, the member of staff seeks to end the unwelcome behaviour by
approaching the alleged offender directly, possibly with the assistance of, or by a third party,
or through mediation.

The member of staff may inform the alleged offender, either verbally or in writing that the
behaviour in question is unreasonable, offensive and unwelcome and should be stopped
immediately. It should also be made clear that if the behaviour continues it may result in a
formal complaint. The member of staff can do this in a number of ways including:

e Approaching the alleged offender directly or with the support of an Harassment
Contact Officer, work colleague, Trade Union representative, or Line Manager (or someone
in a more senior position if the Line Manager is the alleged offender)

e Asking an Harassment Contact Officer, Trade Union representative or Line Manager
to approach the alleged offender on their behalf

[ ]

e Throughout the process both the member of staff making the complaint and the
alleged offender are entitled to the same rights. They can approach any of the following to
request advice or support:

¢ An Harassment Contact Officer

e Their Line Manager (or someone in a more senior position if the Line Manager is the
alleged offender)

¢ A Trade Union Representative

Where the alleged offender accepts that their conduct has been or could be construed as
offensive, and undertakes to amend their behaviour and provided that the member of staff
who has raised the complaint is satisfied with the outcome, the matter will usually end here
and no further action is required. Where this is not the case the member of staff has the
option of pursuing the matter formally.
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Irrespective of the outcome you should advise the member of staff with the complaint to retain
a note of what has occurred in case the unacceptable behaviour resumes.

If you require advice at any time during this process, you should contact a Departmental
Equal Opportunities Officer or Harassment Contact Officer.

Where a member of staff has approached Departmental HR directly, they will hold this
discussion and may consult with you, where appropriate with the agreement of the
complainant.

The member of staff may request mediation as a way of solving problems so that they can
come to a workable agreement with the alleged offender. You should contact your
Departmental Equal Opportunities Officer who will explain how the process works. Using the
mediation service does not prevent the member of staff from getting advice or support from
you or a Departmental Equal Opportunities Officer, Harassment Contact Officer or a Trade
Union Representative. Using mediation also does not prevent the member of staff from
initiating formal action.

Step 4 Formal Action

The member of staff is not required to have taken informal action in the first instance in order
to raise a formal complaint.

4.1 Initiating a formal complaint

Where the member of staff feels the issue cannot be resolved as a result of an informal
process, or the problem is not suitable for informal action to be taken or the member of staff
decides to proceed directly with formal action, they may initiate a formal complaint by
completing a Dignity at Work complaint form and submitting this to HRConnect.

Where a written complaint is submitted other than on the form described above, HRConnect
will deal with the matter in exactly the same manner.

On receipt of the formal complaint HRConnect will forward a copy to Departmental HR who
will deal with the case from this point forward.
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6.04 Dignity at Work

User guide for Departmental HR
Step 1 Introduction

Staff within Departmental HR should ensure that they are fully familiar with the 6.09, Dignity at
Work policy in this Handbook.

Normally the expectation is that a member of staff with a complaint will attempt to resolve the
matter using informal action. However, the seriousness of the complaint may prevent this

course of action, or the member of staff may prefer to take formal action immediately. Formal
action may also be appropriate where a previous attempt at an informal resolution has failed.

In the event that a member of staff approaches Departmental HR with a Dignity at Work
issue, Departmental HR should arrange to discuss the matter with them. The discussion
should be dealt with in confidence although a record of the discussion should be kept for
future reference, if required.

Step 2 Informal Action

In taking informal action, the member of staff with a complaint seeks to end the unwelcome
behaviour by approaching the alleged offender directly, possibly with the assistance of, or by
a third party, or through mediation.

The member of staff will inform the alleged offender, either verbally or in writing that the
behaviour in question is unreasonable, offensive and unwelcome and should be stopped
immediately. It should also be made clear that if the behaviour continues it may result in a
formal complaint. The member of staff can do this in a number of ways including:
¢ Approaching the alleged offender directly or with the support of an Harassment
Contact Officer, work colleague, Trade Union representative, or Line Manager (or someone
in @ more senior position if the Line Manager is the alleged offender)
e Asking an Harassment Contact Officer, Trade Union representative or Line Manager
to approach the alleged offender on their behalf
e Throughout the process both parties, that is the member of staff with the complaint
and the alleged offender, are entitled to the same rights. They can approach any of the
following to request advice or support:
¢ An Harassment Contact Officer
e Their Line Manager (or someone in a more senior position if the Line Manager is the
alleged offender)
e A Trade Union representative

Where the alleged offender accepts that their conduct has been or could be construed as
offensive, and provided that the member of staff with the complaint is satisfied with the
outcome, the matter will usually end here and no further action is required. Where this is not
the case the member of staff has the option of pursuing the matter formally.
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Irrespective of the outcome Departmental HR should advise the member of staff with the
complaint to retain a note of what has occurred in case the unacceptable behaviour resumes.

Where a member of staff has approached HRConnect they will be advised to refer to the
6.09, Dignity at Work policy in this Handbook, how to raise a complaint informally or formally
and who to contact to proceed with their complaint. The member of staff will also be advised
to consult Departmental HR for further guidance where appropriate.

In some cases the member of staff may approach their Line Manager to discuss their
complaint. In such case Line Management may contact Departmental HR for guidance where
required.

Step 3 Formal action

The member of staff is not required to have taken informal action in the first instance in order
to raise a formal complaint.

3.1 Initiating a formal complaint

Where the member of staff feels the issue cannot be resolved as a result of informal action, or
the problem is not suitable for taking informal action or the member of staff decides to
proceed directly with formal action, they may initiate a formal complaint by completing a
Dignity at Work complaint form and submitting this to HRConnect.

Where a written complaint is submitted other than on the form described above, HRConnect
will deal with the matter in exactly the same manner.

On receipt of the formal complaint HRConnect will forward a Dignity at Work Summary form
summarising the Dignity at Work details along with the original documentation to the
Departmental Equal Opportunities Officer who will deal with the case from this point forward.
This form will include a summary of the complaint and any case history.

3.2 Instruct HRConnect

Departmental Equal Opportunities Officer will complete a Meeting Instructions form
(DAW1.18) which will instruct SSC to either re-direct the complaint as a grievance or to
organise a DAW preliminary enquiry hearing which will provide instructions to HRConnect.

If instructed, HRConnect will organise a formal meeting with the member of staff and will write
to them confirming the following:
e Date, time and venue of meeting
e Purpose of meeting
o Who will attend meeting
e Their right to be accompanied by a Trade Union representative or work colleague of
their choice
e Arequest to be notified in advance of the meeting, who, if anyone, will accompany
them to this meeting

3.3 Hold Preliminary Enquiry Meeting with member of staff
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Prior to the meeting, the Departmental Equal Opportunities Officer will receive case papers
from HRConnect together with a Meeting Outcome form (DAW 1.26) for reference during the
meeting. The preliminary enquiry meeting has several purposes:

e To ensure that the complaint has been outlined in full and it involves either
harassment, bullying, discrimination or victimisation.

e To allow the member of staff with the complaint to say how they think the complaint
should be settled

e To allow the Equal Opportunities Officer to explore the use of informal action or
mediation with the member of staff where these have not already been attempted.
(The use of informal action or mediation will not prejudice any later return to formal
action should this prove necessary)

e Should the informal or mediation options be inappropriate (because they have
already been unsuccessfully attempted or if the behaviour is too serious to be dealt
with using informal procedures) or if the member of staff prefers to take formal action
the Departmental Equal Opportunities Officer will then consider, on the basis of the
complaint made, if justification exists for a formal investigation to be carried out, that
is, that on the face of it there is a case for investigation

Notes will be taken during the meeting from which minutes will be prepared and copied to the
complainant within 5 working days of the meeting. The complainant will be allowed a further 5
working days to agree the minutes or suggest any factual amendments. If these cannot be
agreed the 2 versions of the minutes will be kept as a record of the meeting.

If the Departmental Equal Opportunities Officer concludes that a formal investigation would
not be appropriate they will notify HRConnect who will inform the member of staff with the
complaint in writing within five working days of the date of the minutes of the preliminary
enquiry meeting being finalised. Should the member of staff disagree with this decision, they
have a right of appeal against this decision as set out in paragraph 4.1 of this user guide. The
appeal must be submitted in writing to the Departmental Equal Opportunities Officer within 5
working days of the date of the letter informing them of their decision. The appeal will consist
of a meeting with Departmental HR at which the member of staff may be accompanied by, a
work colleague, or by a Trade Union representative.

3.4 Investigation of the complaint

Following the preliminary meeting if the Departmental Equal Opportunities Officer decides to
proceed with the case to a full investigation, they will notify HRConnect accordingly. They will
then take responsibility for undertaking the investigation and for completing a full report of the
investigation which on completion will be returned to the Departmental Equal Opportunities
Officer in charge of the case. The investigation will usually include interviewing the member of
staff to obtain full details of their complaint, the alleged offender and potential witnesses to
gather evidence.

3.5 Decide on outcome of investigation

Based on the report received from HRConnect the Departmental Equal Opportunities Officer
must decide whether or not to uphold the complaint made by the member of staff.

Once this decision has been reached the Departmental Equal Opportunities Officer will send
HRConnect the Meeting Outcome form (DAW 1.26) instructing them on the appropriate action
to take. HRConnect will update the system with details of the outcome of the investigation and
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will write to both the member of staff with the complaint and the alleged offender to confirm
this decision.

Where it has been decided not to uphold the complaint, a letter, with the complaint will be
sent to the member of staff and will include details of the internal appeals process and the
time limits within which an appeal must be lodged.

Step 4 The internal appeal process

4.1 Receive written notice of appeal

Where a member of staff is not satisfied with the outcome of the preliminary enquiry meeting
or full investigation and wishes to appeal against the Departmental Equal Opportunities
Officer’s decision, HRConnect will receive written notice of appeal and forward this
documentation to the Departmental Equal Opportunities Officer.

HRConnect will also send a letter to the member of staff acknowledging receipt of their
appeal.

If the notice of appeal is received outside of the time limits, the Departmental Equal
Opportunities Officer will consider whether there are acceptable grounds for the late receipt of
the appeal. If there are insufficient grounds for accepting the late appeal, they will inform
HRConnect who will inform the member of staff in writing. This will end the internal appeal
process.

If the appeal is to be heard, the Departmental Equal Opportunities Officer will determine who
will be responsible for hearing the appeal. Normally, this will be an officer at least one grade

above the Departmental Equal Opportunities Officer. All notice of appeal documentation will

then be submitted to HRConnect as soon as possible with a Decision to hear first appeal

(DAW1.35).
4.2 Hold appeal hearing

HRConnect will organise an appeal hearing and will write to the member of staff confirming
the following:
e Date, time and venue of hearing
e Purpose of appeal hearing
¢ Who will attend hearing
e Staff member’s right to be accompanied by a Trade Union representative or work
colleague of their choice
e They are required to notify HRConnect in advance of the hearing that they will be
accompanied to this hearing

Prior to the appeal hearing, HRConnect will provide the officer hearing the appeal with case
papers for reference during the hearing.

The purpose of the hearing will be for the member of staff to state the reason for their appeal
against the decision of the Departmental Equal Opportunities Officer. The officer hearing the
appeal must consider all relevant factors including a review of the procedure followed and the
fairness of the original decision. Notes will be taken during the meeting from which minutes
will be prepared and copied to the complainant within 5 working days of the meeting. The
complainant will be allowed a further 5 working days to agree the minutes or suggest any
factual amendments. If these cannot be agreed the 2 versions of the minutes will be kept as a
record of the meeting.
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If as a result of issues raised at the hearing further investigation is required, the officer
hearing the case will inform HRConnect who will then hold the further investigation as
appropriate. An investigation report will be provided to the appointed officer.

4.3 Decide outcome of first appeal

Following the appeal hearing, the appointed officer will decide the outcome of the appeal and
inform HRConnect of their decision and the relevant action to be taken. The officer will send
an Outcome of Appeal form instructing HRConnect to send written confirmation of the
decision to the member of staff by post.

If the member of staff is satisfied with the outcome of the appeal, this will end the complaint
procedure and HRConnect will initiate the action recommended by the officer hearing the
appeal.

If the member of staff is not satisfied with the outcome of the appeal, they may escalate the
issue to a second and final appeal.

4.4 Receive notice of further appeal

In the event that the member of staff wishes to make a further and final appeal against the
Departmental Equal Opportunities Officer’s decision, it will be initiated in exactly the same
way as the first appeal.

The final appeal will normally be held by an officer at least one grade above the officer who
heard the first appeal. HRConnect will notify the member of staff of the outcome of the final
appeal.
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