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Is this a new policy? No 
If ‘yes’ why is it required? 
i.e. to satisfy best practice/comply 
with new legislation 

 

If ‘no’, name of previous policy and 
reason for replacement 

Dignity at Work 

  
Summary of Substantive Changes Made 

Section: General  The Bullying and Harassment Policy has been 
developed in accordance with the national PIN 
Policy.  The Area Policy Development and 
Review Group recognise that the policy name 
should change from Dignity at Work to be in 
line with the PIN policy. 
 

 A key development is Appendix 1 which 
provides detail and guidance on the processes 
relating to the policy.  In particular the review 
stage of the process now has clarity on the 
roles and responsibilities of all parties involved. 

 
 The role of a Bullying and Harassment Peer 

Supporter continues to be developed within the 
organisation and clarity on this role is provided 
in section 6.    

 
 
 

 
Summary of Technical Changes Made 

 
Section: 

 
N/A 

 

This document is valid on the day it was issued.  The most up to date version of this policy can 
be found on the NHS Ayrshire and Arran AthenA Website at;  

www.athena/ohrd/EmpServ/documents/policies 
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1. Policy statement  
  
In recent years, ‘dignity at work’ has been used as a term to describe a working 
environment free from bullying and harassment. For the purpose of this policy, we are 
defining Bullying and Harassment as a combination of factors leading to Dignified Workers.  
 
These factors are:  
 Dignified Work – interesting and meaningful work with a degree of responsible 

autonomy and recognised social status, and  
 
 Dignified Workplace – a workplace with structures and practices that offer equality of 

opportunity, collective and individual voice, safe and healthy working conditions, 
secure terms of employment and just rewards 

 
NHS Ayrshire & Arran are committed to providing a working environment, which is free from 
harassment, bullying or intimidation of any nature. The organisation has a legal and ethical 
responsibility to ensure that staff are not subjected to inappropriate behaviour which may 
not only affect their performance but ultimately their health and wellbeing.  
  
Every employee has a responsibility to treat colleagues with dignity and respect irrespective 
of their sex, race, marital status, age, disability, sexual orientation, religion, political 
conviction, membership or non-membership of a trade union/professional organisation or 
health status.  
  
All staff have a specific responsibility to be vigilant in respect of the identification and 
elimination of bullying or harassment at work and to ensure implementation of and 
adherence to this policy.  
  
NHS Ayrshire & Arran takes bullying and harassment seriously and dependent upon the 
circumstances this behaviour may result in action as outlined within the Management of 
Employee Conduct Policy. To intentionally harass alarm or distress anyone can be a criminal 
offence. Therefore reference to, and application of, the Dignity at Work Policy does not deny 
or inhibit the individual or the organisation’s legal rights, responsibilities and obligations.  
  
2. Aims and objectives  
  
The aims and objectives of this policy are to eliminate bullying and harassment from the 
workplace by:  
  
 Promoting a climate in which employees feel valued and sufficiently supported in 

bringing forward complaints without fear of victimisation or recrimination 
 Raising the awareness for all staff of the stance taken against all forms of bullying and 

harassment by the organisation and their own responsibilities for preventing such 
behaviour  

 Promoting awareness amongst staff of the reasonableness or otherwise of what may 
or may not be acceptable behaviour to colleagues and the standards of behaviour 
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expected by the organisation and the impact which unacceptable behaviour can have 
on colleagues  

 Providing information regarding the adverse effects which bullying and harassment 
can have on staff and the organisation  

 Outlining the informal and formal procedures for dealing with bullying and harassment 
ensuring that the matter is dealt with promptly and sensitively and taking into account 
the rights of both parties involved.  

 Providing access to Staff Care Services for staff who consider that they are 
experiencing bullying and harassment.  

 Providing a programme for the communication of the policy, monitoring its 
effectiveness and training those involved in applying the policy.  

 
3. Legal framework  
 
Staff Governance is defined as “a system of corporate accountability for the fair and 
effective management of all staff”. The Staff Governance Standard

 
which is applicable to all 

staff employed in NHS Scotland, sets out what each NHS Scotland employer must achieve 
in order to improve continuously in relation to the fair and effective management of staff. 
The Standard requires that all NHS Boards must demonstrate that staff are :  
 
 Well informed 
 Appropriately trained  
 Involved in decisions which affect them  
 Treated fairly and consistently, and 
 Provided with an improved and safe working environment 
 
It should be noted that there is no specific legislation which deals with bullying and 
harassment at work. The relevant statutes or regulations that may apply are listed in 
Appendix 4.  
  
4. Definitions of Bullying and Harassment 
 
These terms are used interchangeably by most people, and many definitions include 
bullying as a form of harassment.   
 
4.1 Harassment 
 
Under Agenda for Change the definition of harassment is: “unwanted conduct related to a 
relevant protected characteristic (age, disability, gender reassignment, race, religion or 
belief, sex, or sexual orientation), which has  the purpose or effect of violating an individual’s 
dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment 
for that individual”.  
 
4.2 Bullying 
 
Under Agenda for Change the definition of bullying is: “the unwanted behaviour, one to 
another, which is based upon the unwarranted use of authority or power”.  
  
Bullying or harassment may be by an individual against an individual (perhaps by someone 
in a position of authority such as a manager or supervisor) or involve groups of people. It 
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may be obvious or it may be insidious. Whatever form it takes, it is unwarranted and 
unwelcome to the individual. It must also be recognised that managers may find themselves 
bullied by subordinate staff who use the threat of higher powers or formal procedures to 
make unreasonable demands.  
 
Examples of bullying and harassing behaviour are provided at Appendix 3.  
 
4.3 Firm, fair management  
 
Within organisations, it is necessary and appropriate for managers to be able to 
manage their staff. This will involve:  
 
 Issuing reasonable instructions and expecting them to be carried out 
 Setting and publicising expected standards of performance supported by a relevant 

appraisal framework 
 Disciplining staff for misconduct, where appropriate, following a fair and reasonable 

investigation, or  
 Implementing action in respect of the management of sickness absence in line with the 

local policy 
 
It is reasonable to expect a manager to perform these functions fairly, firmly and 
consistently. Performing them does not constitute an act of bullying/harassment, although 
some staff may feel stressed or anxious while the procedures are ongoing. However, 
abusing these procedures may constitute bullying/ harassing behaviour.  
 
It is important to differentiate between firm, fair management and bullying and harassment. 
It is in the interests of the organisation that managers should be able to execute their duties 
without threat of malicious or vexatious complaints – which in themselves could be deemed 
to be a form of bullying/ harassment.  
 
It must also be recognised that where it is found that complaints of a malicious or vexatious 
nature have been made that these will be dealt with appropriately – and this may involve 
disciplinary action.  
 
Because of differences in perception, it is not always easy to differentiate between firm, fair 
management and bullying and harassment.  
 
Appropriate Behaviour  Inappropriate Behaviour 
Consistent Inconsistent 
Shares information Withholds selectively 
Fair Has favourites 
Truthful Distorts, fabricates 
Delegates Abdicates 
Builds team spirit Creates fear/divides 
Leads by example Sets a poor example 
Listens Snaps 
Challenge constructively  Avoids conflict 
Admits mistakes Blames others 

 
It is accepted that these descriptions represent extremes of behaviour, although in practise 
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things may not be so clear and individuals may display characteristics which fall somewhere 
in the middle 
 
5. Bullying and Harassment Procedure  
  
Bullying and Harassment incidents can be dealt with through informal and formal 
procedures. These procedures are outlined within Appendix 1.  
 
6. Advice and support  
  
The following services are sources of support and advice available to all staff within NHS 
Ayrshire and Arran:  
 

 Staff Care / Critical Incident Stress Management (CISM) Team  
 Structured mediation 
 Chaplaincy  
 Health Promotion  
 Occupational Health  
 Health & Safety  

 
Additional information and contact details for the above services are available from the 
department of O&HRD, the Staff Care Team and also the Staff Care Booklet on the intranet.  
 
6.1 Bullying and Harassment Peer Supporters 
  
Bullying and Harassment Peer Supporters are members of staff from within the organisation 
who are fully knowledgeable about the Bullying and Harassment policy and its supporting 
procedures. A list of Bullying and Harassment Peer Supporters is maintained by and 
available from the Staff Care/CISM Team Office, Ayr Hospital.  
  
Bullying and Harassment Peer Supporters can be contacted independently and in strict 
confidence by staff in order to discuss their personal situation and to seek what support they 
may need in making a decision as to how they wish to deal with the matter.  
  
When speaking to a Bullying and Harassment Peer Supporter you can expect a service 
which guarantees:  

 Confidentiality  
 Accessibility  
 Fully trained individuals  
 High standard of support and advice  

  
The service provided by Bullying and Harassment Peer Supporters is not a counselling 
service; confidential contacts are however fully trained in the support of staff in order that 
the member of staff may reach an informed decision on the course of action to take.  
  
A list of Bullying and Harassment Peer Supporters can be obtained from the Staff 
Care/CISM Team office at the Ayr Hospital.   
  
6.2 Department of Organisation and Human Resource Development   
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The role of staff from the Department of O&HRD is to ensure fairness and equity in the 
implementation of the Bullying and Harassment Policy and in the treatment of staff 
throughout the organisation. The Department of O&HRD should always be consulted before 
any formal action is taken in accordance with this policy. However, their role also includes 
the provision of advice and support to assist managers and staff on policy application and 
apply/refer to any other organisational policy.   
 
6.3 Trade Union/Staff Side  
  
Staff side will work in partnership with the organisation to ensure collaborative working in 
relation to eliminating bullying and harassment in the workplace. The representatives will be 
appropriately trained and familiar with the contents of the policy/procedure therefore 
enabling members of staff to access the information and support required. Primary 
responsibilities are of representation and support. In many instances the staff side 
representative will be the first point of contact therefore having a key role in ensuring the 
appropriateness of the information given to the member of staff.  
  
Staff Side representatives may also be involved in representing the member of staff who 
allegations have been made against. Staff Side will be aware of organisational policies and 
their implications to provide the necessary support and advice to the individuals involved.  
  
The procedure for managing Bullying and Harassment cases is outlined at Appendix 1. 
Incidents relating to service users should be dealt with in accordance with the organisation’s 
Violence & Aggression Policy.  
 
7. Monitoring and review of policy  
  
This policy will be monitored and reviewed every two years or sooner in light of any 
legislative changes and in line with NHS changes to review its utilisation and impact on 
service provision. 
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Appendix 1 
 
BULLYING AND HARASSMENT PROCEDURE 
 
Raising a complaint  
Employees who believe that they have been affected by inappropriate behaviours as 
defined within this policy may decide to raise a complaint under Bullying and Harassment. 
 
For a complaint to be investigated, it must be put in writing. This can be done by using the 
Pro Forma (Appendix 5), or by letter.  
 
Informal v Formal  
 
The informal stage involves the complainant approaching the alleged bully/harasser in order 
to tell them that their behaviour is found to be offensive, why this is the case, and to ask 
them to stop. The complainant may ask a colleague, line manager or a staff-side 
representative to be present for moral support. 
 
A formal complaint should be made to the complainant's line manager or supervisor, HR, or 
with the line manager of the alleged bully/harasser. Any formal complaint should be made in 
writing detailing the basis upon which the alleged bullying or harassment has taken place. 
As stated above, a complainant may access a Bullying and Harassment Peer Supporter for 
support and assistance prior to lodging a formal complaint. 
 
Acknowledging a Complaint  
 
The complaint will be acknowledged in writing within 5 working days.  
 
Investigating Officers  
 
Because of the highly sensitive nature of the issues, complaints that relate to another 
employee’s behaviour as defined within this policy, the investigating officers will be impartial 
and have no conflict of interest with the parties / incidents involved.  The investigating 
officers will ensure that all employees involved in the process will be aware of how they can 
access Staff Support. 
 
Timescales  
 
Timescales must be reasonable allowing a competent investigation to be completed without 
undue delays. The investigation will be completed within a reasonable timescale dependent 
on the scale of the investigation.  The proposed timescale will be discussed with the 
complainant and where appropriate their representative.  
 
Natural Justice 
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At the appropriate point of the process the party (or parties) against whom the complaint is 
made will have the nature of the complaint explained to them in writing in advance, and be 
told who made the complaint. They will also have the right to be interviewed. However, this 
does not mean that they will be shown the full original letter or pro forma of complaint as this 
may require redaction dependent on the content and for the protection of third parties. 
 
In addition, they have the right to question any evidence that is used against them in any 
proceedings that might follow after an investigation.  
 
Carrying out Investigations  
 
Investigating Officers will gather and test evidence upon which a reasonable belief can be 
formed as to whether the alleged events did or did not occur.  
 
Investigating Officers may draw upon a range of evidence including documents e.g. email, 
letters, time sheets etc., and witness statements, provided that they relate to the case / 
issue. 
 
Witness statements are based on investigatory interviews in which investigators will ask 
questions.  All witness statements must be signed and dated.  Witnesses should also be 
advised that their statement may be used as evidence at a later stage should the case 
progress to discipline procedures and that they may also be required to attend the 
disciplinary hearing.  
 
In exceptional circumstances i.e. those involving genuine and serious danger to the witness, 
the Law allows for anonymous witness statements to be used. However, legal advice should 
be obtained before deciding whether taking such a statement could be appropriate.  
 
Executive Summary  
 
The investigators will produce an objective executive summary of the investigation that will 
include an introduction briefly describing the background and summarising the steps taken 
by the investigators.  
 
The main body of the executive summary will summarise and weigh the evidence gathered 
and provide clear reasons explaining how decisions were made and any conclusions 
reached.  
 
The report will offer one of two possible outcomes in that there is evidence to support a 
reasonable belief or the evidence does not support a reasonable belief or the evidence is 
inconclusive.  
 
In the event that there is a reasonable belief that bullying or harassment has occurred, the 
report may also state that the severity of the circumstances could merit disciplinary action 
and recommend that a disciplinary hearing be convened to consider the case. 
 
In this instance a full management case will be produced in line with the Management of 
Employee Conduct Policy and will include the following as appendices:  

 The letter of complaint  
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 All the signed witness statements and  
 Any documentary evidence cited  

 
Action following Investigation Report  
 
The parties to the investigation i.e. the employee raising the complaint and the person 
against whom the complaint is made will be advised in writing as to what action, if any, is 
being taken. This letter should include an executive summary about the investigation and 
the decision.  
 
Only if the investigation is followed by disciplinary proceedings would the full report 
containing the original complaint and witness statements be shared with the employee 
against whom the complaint is made.  
 
Formal Review Procedure  
 
The complainant has a right to request a formal review of the decision taken if they 
consider:  
 The process of the investigation to be procedurally flawed and therefore unfair  
 
 and/or 
 
 The outcome of formal/informal action is considered to be unreasonable because it is 

not supported by the findings of the report and the decision not to uphold. 
 
The purpose of the formal review therefore is to consider whether the process of the 
investigation was fair and/or whether the conclusions and recommendations are reasonable 
in all of the circumstances. The purpose is not to reinvestigate the complaint.   
 
If disciplinary action has been taken as part of the outcome, the person against whom the 
allegation has been made will have the right to challenge and respond to the allegation in 
accordance with the Organisation’s Management of Employee Conduct Policy. There will be 
no right of review for the employee against whom the allegations have been made under the 
Organisation’s Bullying and Harassment Policy. 
 
Any formal review request should be made in writing to the next appropriate level of 
Manager within the same Directorate and copied to the Director of O&HRD within 10 
working days of receipt of the letter confirming the Bullying and Harassment investigation 
outcome. The formal review request must clearly state on what grounds the review is being 
made and this will be escalated to the appropriate level within the Directorate concerned. 
 
The employee against whom the allegation has been made will also be advised in writing 
that a formal review of the investigation outcome has been requested by the complainant 
and what the process and timescales involved will be. 
 
At the formal review stage it will be for the complainant to direct the reviewer as to why they 
believe the investigation outcome was procedurally flawed and therefore unfair and/or why 
they consider the outcome of formal/informal action to be unreasonable and is not 
supported by the findings of the investigation. 
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The formal review will be considered by two appropriately selected independent and 
impartial managers one of which will be a representative from the Department of O&HRD 
who has not been previously involved in the investigation. As a minimum the process will 
include a meeting being convened between the reviewers and the complainant.  The 
employee requesting the formal review will have the right to be accompanied by their Trade 
Union/ Professional Organisation Representative or a work colleague. 
 
The outcome of the formal review should be decided and confirmed in writing to both the 
complainant and the person against whom the allegation has been made. This decision will 
be final. Wherever possible, the formal review process should be concluded within 20 
working days of receipt of the written appeal request. 
 
Any cause for delay beyond 20 working days will be notified in writing, to both parties with 
confirmation of the anticipated completion date. 
 
Unfounded and Unsubstantiated Complaints 
 
Where an allegation is unfounded, it does not mean that the complaint was malicious. The 
complainant may still feel that they have been subjected to harassment or bullying, but the 
Investigating Officers have not been able to find the necessary evidence to substantiate the 
allegations. 
 
Malicious Complaints 
 
On completion of the investigation, the Investigating Officers may conclude that the 
complaint was malicious. That is, that the complaint was entirely false and made with the 
deliberate intention of having action taken against another employee. In these 
circumstances the complainant may be dealt with under the Organisation’s Management of 
Employee Conduct Policy.  
 
Confidentiality 
 
Complaints raised by employees under Bullying and Harassment will always be treated 
seriously and dealt with in a sensitive manner. It is important to provide all parties 
concerned with a degree of security and to ensure that all procedural aspects are dealt with 
sympathetically, impartially and objectively. 
 
It is therefore necessary to make it clear to anyone involved in any part of the process that 
‘confidentiality’ relates to the details of the case and investigation. Appropriate steps will be 
taken so that only those who are required to know details of a case will have access to 
relevant information, including both the complainant and the person against whom the 
allegations have been made. Anonymity cannot be guaranteed of all parties involved 
including witnesses, especially where there may be a breach of the law or where criminal 
proceeding may be initiated. 

 
At the investigative stage of the process, it will be made clear to all parties involved and 
interviewed, that their evidence or statement may form part of a management case and be 
read by the employee against whom the allegations have been made should the matter 
proceed to a disciplinary hearing. 
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In order that NHS Ayrshire and Arran can resolve, revise and develop its procedures and 
practices, key information from cases may be used to assist in this process. This Policy has 
been devised to provide mechanisms that will help the Organisation improve best practice 
based on the outcomes of cases whilst protecting any individual or group of people 
involved. 
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Appendix 3 

 
EXAMPLES OF BULLYING AND HARRASSMENT BEHAVIOUR  
 
Bullying Behaviour 
 
The following list is not intended to be exhaustive but to provide some examples of bullying 
behaviour which the organisation deems to be unacceptable:-  
 Shouting at a colleague; persistently negative and inaccurate attacks on a colleague’s 
 personal and professional performance: criticising a colleague in front of others 
 Spreading malicious rumours/making malicious allegations 
 Threatening behaviour, both verbal and physical 
 Persistently setting objectives with impossible deadlines or unachievable tasks 
 Removing and replacing areas of responsibility with menial or trivial tasks and taking   

credit for work achieved 
 Undervaluing a colleague’s contribution, placing unreasonable demands on and/or   

over-monitoring a colleague’s performance   
 Withholding information with the intent of deliberately affecting a colleague’s 

performance   
 Excluding colleagues by talking solely to third parties to isolate another   
 Isolating staff by treating then as non-existent and preventing them accessing 

opportunities   
 
In all cases of harassment it will be for the recipient to define what inappropriate behaviour 
is. 
 
Examples of Harassment 
 
2.1 Sexual harassment  
 Unwanted, non-accidental physical contact, ranging from unnecessary touching, 

patting, pinching or brushing against a colleague’s body, to assault or coercing sexual 
relations 

 Unwelcome sexual advances, propositions or pressure for sexual activity;  offensive 
flirting; continued suggestions for social activity in or outside the workplace, after it has 
been made clear that such suggestions are not welcome  

 Suggestions that sexual favours may further a colleague’s career or refusal may 
hinder it (e.g. promotions, salary increases etc.)  

 Displaying pornographic or sexually suggestive pictures, objects or written  materials 
 Leering, whistling or making sexually suggestive comments or gestures, innuendoes 

or lewd comments 
 Conduct that denigrates or ridicules or is intimidatory or physically abusive of an 

employee because of his or her sex, such as derogatory or degrading abuse or 
insults which are gender-related and offensive comments about appearance or 
dress  

 
2.2 Racial harassment  
 
 Conduct that denigrates or ridicules a colleague because of his or her race, such as 
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derogatory remarks, graffiti, or jokes. Such conduct can be verbal or physical 
 Displaying or sending offensive letters or publications; threatening behaviour  
 Being ‘frozen out’ of conversations, jostling or assault, or other non- accidental 

physical contact 
 Derogatory nicknames or racial name-calling.  

 
2.3 Disability harassment    
 
 Mimicking the effect of a disability or speech impairment 
 Ostracising, ‘freezing out’, ignoring and staring 
 Making fun of a disability 
 Using inappropriate terms (e.g. ‘cripple’, ‘spastic’) 
 Inappropriate personal questions/comments about a disability 
 Belittling or patronising comments/nicknames  
 The display or sending of offensive letters or publications  
 Threatening Behaviour  
 Moving a wheelchair without the user’s agreement  
 Practical jokes (e.g. hiding a disability aid) 
 Disability-based derogatory nicknames or name-calling  
 Touching a visibly impaired person (to annoy) 
 
2.4 Age harassment 
    
 Conduct that denigrates ridicules or is intimidating or physically abusive of an 

employee because of his or her age, such as derogatory or degrading age-related 
abuse, insults or offensive comments and jokes about appearance or dress. Such 
conduct can be verbal or physical 

 Being ‘frozen out’ of conversations or excluded from social interaction 
 The display or sending of offensive letters or publications; threatening behaviour 
 Derogatory nicknames or name-calling based upon age  
 Being discounted from development opportunities 
 
2.5 Sexual orientation harassment   
  
 Conduct that denigrates or ridicules a colleague because of his or her sexual 

orientation, such as derogatory remarks, graffiti, jokes. Such conduct can be verbal or 
physical 

 The display or sending of offensive letters or publications; threatening behaviour 
 Being ‘frozen out’ of conversations, jostling, assault, or other non-accidental physical 

contact 
 Derogatory nicknames or name-calling based upon sexual orientation  

 
2.6 Religious harassment   
 
 Requiring or coercing an employee to abandon, alter, or adopt a religious    practice 

as a condition of employment 
 Subjecting an employee to unwelcome statements or conduct (based on religion) 

which is so severe or pervasive that the individual being harassed reasonably finds 
the work environment to be hostile or abusive 
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 Conduct that denigrates or ridicules a colleague because of his or her religion, such 
as derogatory remarks, graffiti or jokes. Such conduct can be verbal or physical 

 Displaying or sending offensive letters or publications; threatening  behaviour 
 Being ‘frozen out’ of conversations, jostling, assault, or other non-accidental physical 

contact 
 Derogatory nicknames or name-calling based upon religion.  
 
In all cases of harassment it will be for the recipient to define what is inappropriate 
behaviour.  
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Appendix 4    
 
LEGAL FRAMEWORK  
 
 Health and Safety at Work etc Act 1974 (Section 2 and 3) and the Management of 

Health and Safety at Work Regulations 1999 and associated legislation.   
 Employment Rights Act 1996.   
 Sex Discrimination Act (1975) and (1986) 
 Sex Discrimination (Gender Reassignment) Regulations 1999 
 Protection from Harassment Act 1997.   
 Disability Discrimination Act (DDA) (1995) & DDA (2005)  
 Public Interest Disclosure Act 1998.   
 Trade Union and Labour Relations (Consolidation) Act 1992. 
 Rehabilitation of Offenders Act 1974.  
 Human Rights Act 1998  
 Race Relations Act (1976) and Race Relations Amendment Act (2000)  
 Employment Equality (Religion or Belief) Regulations 2003  
 Gender Recognition Act 2004  
 Employment Equality (Sexual Orientation) Regulations 2003 and 2007  
 Employment Equality (Age) Regulations 2006  
 Equality Act (2006)  
  
 
* Please note that this list is not exhaustive.  
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Appendix 5 

Bullying and Harassment  
Complaint in respect of alleged bullying, mobbing and/or harassment  

Name 
 
Department  
 
Job Title  
 
Address for correspondence  
 
 
 
 
 

e-mail  
 
 
telephone  

Name of Person to whom your complaint is addressed to e.g. manager  
 
Name of Person against whom your complaint is being made  
 
Name of Person who will accompany you to meetings (if known)  
 
List any steps taken so far to try to resolve the issue e.g. mediation, facilitated meetings 
etc and dates when these occurred. 
 
 
  
 
 
Details/ nature of complaint. Please use additional sheets if necessary  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature  
 
Print name:  
 
Date:  
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Appendix 2
 Bullying & Harassment Process Flowchart          Bullying & Harassment Review Process Flowchart 
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(See Review Process) 

Complainant interviewed by investigating officers 

Resolved between employees 
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NO
Formal dignity at work complaint submitted and 

acknowledged with 5 working days 

Investigation Officers appointed (Manager and HR 
representative and investigation commenced

Request for a review received 

YES

Executive summary compiled and investigating officers 
meet with both parties to advise of the finding and the 

investigation outcome 

YES                       Complaint Founded                       NO 

Reviewers conclude that the original 
investigation was undertaken fairly and 

appropriately 

Witnesses contacted and interviewed (if appropriate) by 
the investigating officers

Conduct issue identified 

Employee against whom the complaint has been made is 
notified and interviewed by the investigating officers 

Employee against whom the complaint is 
made is notified of the request for a review 

Reviewers identified (Appropriate Manager 
and HR Representative) and review the 

fairness and appropriateness of the process 
to the outcome 

Appropriate action 
taken 

Evidence compiled, interviews revisited if appropriate and 
investigation concluded

Review process 
complete 

NO

Reviewers arrange 
meetings to confirm 

outcome to the 
complainant and the 

employee against 
whom the complaint 

has been made 

Reviewers arrange 
meetings to confirm 

outcome to the 
complainant and the 

employee against 
whom the complaint 

has been made 

Review process 
complete 

END OF PROCESS 

 


