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Dignity & Respect at Work Policy
Annex B

Informal & Formal Procedure

1.
Informal Resolution
1.1 An employee who considers that they are a victim of a breach of this Policy should, if practicable, seek to resolve the matter informally with the person against whom the allegation is made.  

1.2 At all stages of the informal/formal process the complainant and the person complained of has the right to be accompanied by a work colleague or trade union representative.

1.3 If an informal approach under (1.1) is unsuccessful or inappropriate, complainants will raise the matter with their immediate line manager.  A record will be kept of the informal discussion on the complainant’s personal file. The line manager should within a reasonable time, normally within a period of ten working days:

i.
Meet with the complainant to discuss the complaint;
ii.
Inform the head of department (if the line manager is not the head of department);  
iii.
Meet with the person against whom the complaint has been made and outline the nature of the complaint and ascertain (where necessary at a later meeting) that person’s response to the complaint;
iv.
If appropriate, arrange a joint meeting with the parties to discuss the case or explore with both parties the possibility of utilising the mediation service;
v.
Make recommendations to the parties for resolving the matter (without necessarily attributing blame or responsibility) in a way that seeks to establish and promote a professional and respectful working relationship between the parties;
vi.
Keep a brief written record on the personal files of both the complainant and the member of staff complained about for a period of 12 months;
vii.
If necessary, review the working of any arrangements agreed with the parties under (v).

1.4 If the line manager is the person against whom the complaint is made, paragraph 2(ii) shall be interpreted as referring to the line manager’s immediate line manager.

1.5 If the complaint is made against an individual with a different line manager from the complainant, the two line managers will agree in consultation with the complainant, which one of them is to act under the informal procedure.  

2.
Formal resolution

2.1
Allegations of harassment will be dealt with as follows:
i. Issues relating to alleged harassment by staff against staff will be dealt with through this Dignity and Respect at Work Policy;
ii. Issues relating to alleged harassment by staff against students will be dealt with through the Student Complaints Procedure http://www.aber.ac.uk/en/regulations/student/appendix-2.php.
iii. Issues relating to alleged harassment by students against staff will be dealt with under the Student Disciplinary Procedure. http://www.aber.ac.uk/en/regulations/student/regulations-9.php
2.2
If the informal procedure fails to resolve the matter, or where because of the serious nature (see appendix A for examples of such behaviour) of the alleged behaviour the informal procedure is deemed to be inappropriate, the complainant has the right to bring a formal complaint under this Policy.

2.3
A formal complaint should be made in writing to the Director of Human Resources who will immediately send a copy of the complaint to the complainant’s line manager and the line manager of the person against whom the allegation is made, if different, and to the person against whom the complaint has been made.  If the line manager is the person against whom the complaint is made, then the formal complaint will be sent to that line manager’s immediate line manager.  To expedite matters and to reassure the complainant, the University will seek to ensure that all formal complaints will be heard and resolved within no more than four working weeks from the date of the complaint.

2.4
A written complaint should include the following information:
i.
The name of the person against whom the complaint is being made;
ii.
The nature of the conduct about which a complaint is made, including where possible dates and times;
iii.
The names of any people who may have witnessed the conduct complained of;
iv.
Any action that may already have been taken (either under (2) above or otherwise) to resolve the matter.

2.5
The Director of Human Resources will initiate an investigation of the complaint normally within ten working days of receipt of the formal complaint.  
i.
An investigation shall be undertaken by a person appointed by the Director of Human Resources in consultation with the Pro Vice Chancellor responsible for Human Resources.  The person so appointed will be known as the ‘investigating officer’. 
ii.
The investigating officer will not be a member of the department of either the complainant or the person against whom the complaint has been made. If the investigating officer has any knowledge and/or interest in the case then another officer will be appointed. The investigating officer will carry out the duties outlined in the remainder of this section. 
iii.
A member of Human Resources will assist the investigating officer to conduct the investigation.
iv.
The investigating officer will require the parties and any witnesses (whether or not identified by either party) to present evidence normally within 10 working days of the request being made.  All evidence will be given in writing and presented verbally by the individual concerned. The individual has a right to be accompanied by a work colleagues or trade union representative at such a meeting. Those who provide evidence should be reminded at the outset that it will be used in order to resolve the matter. 

2.6
If at any time it appears to the investigating officer, Director of Human Resources, or line manager that as a direct result of the complaint the working environment is unsafe for any individual, the Director of Human Resources will ensure that any necessary adjustments are made to the working environment to minimise risk to that individual, without prejudice to the final outcome of the Procedure.

2.7
The investigating officer will prepare a report which will review the evidence and:
i.
recommend that on the basis of the evidence the complaint is dismissed;
ii.
make recommendations for informally resolving the matter (without necessarily attributing blame or responsibility) in a way that seeks to establish and promote a professional and respectful working relationship between the parties using any mediation services that may be available;
iii.
decide that there is a case to answer and recommend that the person against whom the complaint was made should undergo appropriate counselling, staff development, or similar service;
iv.
recommend that, if appropriate and practicable, reasonable adjustments are made to the working environment to assist in restoring a professional and respectful relationship between the parties; or
v.
decide that there is a case to answer and recommend that the matter be dealt with under the University’s Disciplinary Procedure.  

2.8
The investigating officer will submit the report and recommendation to the Director of Human Resources and Pro Vice Chancellor with responsibility for Human Resources, (unless the complaint (formal or informal) was against him/her, in which case the matter will be determined by the Vice-Chancellor), to decide the appropriate course of action in the light of the recommendations of the investigating officer. The Pro Vice Chancellor will make a determination on the case and next steps normally within 10 working days of receipt of the report from the Investigating Officer.
2.9
An appeal on procedural grounds may be made within 10 working days, by the complainant; any appeal should be made in writing to the Director of Human Resources. 

