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1.

Purpose and Scope

The University takes the issue of bullying and harassment very seriously and is committed to a working environment that is free from discrimination and intimidation and in which the dignity of the individual is paramount. The purpose of this policy is to assist in developing a working environment in which:

· Bullying and harassment are considered to constitute conduct that is unacceptable. This includes, for example, bullying and harassment on the grounds of colour, race, nationality, ethnic or national origin, gender, marital status, sexual orientation, disability, religion or philosophical belief, age, health matters or class.
· Individuals have the confidence and the means to complain about bullying and harassment should it arise.
· Individuals have the confidence that any concerns they may have will be dealt with fairly and appropriately.

This document is designed to provide guidance to staff on how to deal with situations of bullying or harassment and does not preclude an individual from pursuing an allegation in accordance with his/her statutory rights under equal opportunities and other legislation. The formal procedure is designed to ensure a more speedy resolution of problems of bullying and harassment than might be the case under the University grievance procedure.

The procedure is available for use by all employees of the University other than senior post holders as defined under the Articles of Government. Senior post holders subject to bullying and harassment have a separate procedure, details of which are obtainable from the Clerk to the Corporation.  

2.
Policy Principles

2.1 Staff are encouraged to report and not to ignore incidents of bullying and harassment in the knowledge that they will be taken seriously and dealt with sensitively and promptly, and appropriate action taken to address conduct which is found to constitute bullying and harassment.

2.2 This procedure, however, will not be available in respect of the same complaint raised within the previous six months, unless any action decided upon by management to redress the complaint has not been implemented or has proved inadequate to redress the situation.

2.3 Complaints will be dealt with confidentially, as far as practicable, and when it is felt necessary to appraise other relevant employees of particular information, this will be discussed and explained to the complainant. 

2.4 When such matters are raised they should be dealt with as a matter of urgency and in the shortest possible timescale.

2.5 An investigation following a formal complaint under this procedure will be conducted by an independent Investigating Officer who has no link to the case in question and who is competent to carry out such a role in the field of bullying and harassment. The Officer will normally be chosen by HR in consultation with the complainant from a list of named Middle or Senior Managers, and the person chosen will be of at least equal, and if possible higher, grade to the person complained against.  In some cases (for example a complaint against the Vice-Chancellor) the Officer may have to be a member of the Governing Body. 

As far as is practicable the list of Officers shall reflect the composition of the University workforce.

2.6 An alleged offender will be made aware of the complaint at an early stage and be given the right to respond.

2.7 The complainant and the alleged offender will have the right to be represented by a trade union representative or work colleague at any meeting which forms part of the process.

2.8
The complainant has the right to appeal in the manner provided for below.  The alleged offender does not have the right of appeal under this policy. The alleged offender can only appeal by taking out a separate grievance or using any disciplinary hearing.

2.9 Care must be taken to protect the complainant and witnesses against victimisation or retaliation for making the complaint. 

2.10 The University has a duty to make every effort to protect employees against vexatious or malicious complaints and disciplinary action may be taken against the instigator of such complaints.

2.11
In applying this policy, the University will have regard to the need to ensure staff have freedom within the law to question and test received wisdom and to put forward new ideas and controversial or unpopular opinions. The University will also have regard to the need to ensure that such freedom is exercised in a way which does not unduly infringe on the legitimate rights and interests of others.
2.12 It is important to ensure that all managers and worker’s representatives should be familiar with the use and operation of the procedure.

Complaints found to be serious and well-founded under the investigating process of this bullying and harassment procedure (for example discrimination on the grounds of race, gender, disability, age, sexual orientation or religion/belief) will result in the matter being referred for action under the University’s disciplinary procedure. If a complaint is so referred, the pre-procedure stage of the University’s disciplinary will not apply as an appropriate investigation will already have been conducted. In these circumstances it is the Investigating Officer who makes the disciplinary case on behalf of the University and not the complainant. 

Copies of this procedure will be made widely available to staff through the Intranet and hard copies can be obtained from the HR Department. 

3.
Definition of Harassment and Bullying

3.1 
Harassment is unwanted, unreasonable and/or offensive behaviour which adversely affects a person’s dignity and well-being and which can create an intimidating, hostile, or humiliating environment adversely impacting on the individual and, in some cases, on third parties as well.  

3.2
Harassment may arise even when an individual does not consciously intend to harass or where the behaviour may be found acceptable by most people. It is the genuine perception of, and effect on, the recipient which defines the term. In  terms of deciding formal action under the procedure the intention and the reasonableness of the recipient’s perception will be taken into account but employees should still refrain from otherwise generally acceptable behaviour when inter-acting with persons who find this behaviour offensive. 
3.3 Particular kinds of harassment are unlawful under the Sex Discrimination Act 1975, The Race Relations Act 1976, the Employment Protection (Consolidation) Act 1978 and the Health, Safety and Welfare at Work Act 1974 (there is pending legislation on Age Discrimination).

3.4 Bullying is a form of harassment. It is a range of repeated, undermining behaviours (actions, comments and/or physical contact) usually vindictive, with the purpose of controlling individuals and making them unhappy, unsure and insecure in their relationships and role. It can occur face to face, by written communication, e-mail and telephone.

3.5 Harassment is not the same as reasonable management direction and appropriate criticism of behaviour or performance. Managers are however required at all times to act fairly, ensuring that all instructions and criticisms are measured, fair and appropriately respectful of the employee’s dignity and rights.
3.6 Harassment is not the same as frank, vigorous and legitimate academic or professional debate which are a necessary part of academic and professional relationships and decision-making.
3.7 Although the means and opportunities for bullying and harassment often increase with status or hierarchical position, bullying and harassment nevertheless can frequently occur between peers and sometimes be carried out by ostensible subordinates (e.g. students on staff, employees on their line manager).
3.8 Examples of bullying and harassment:

· Verbal or written comments of an offensive nature, gossip, jokes, copying of memos or emails that are critical about someone to others who do not need to know, and the spreading of malicious rumours.
· Lewd, suggestive or over familiar behaviour.
· Displaying or circulating sexually suggestive material or other offensive material.
· Insulting, ridiculing or subjecting a person to any other detriment.
· Offensive comments.
· Overbearing supervision.
· Intentional isolation or exclusion.
· Unfair allocation of work responsibility.
· Preventing individuals progressing by intentionally blocking promotion or training opportunities. 

· Using threatening, abusive or insulting language.
· Unreasonably removing areas of responsibility.
· Continually ignoring or excluding an individual.
· Deliberately undermining a competent worker by overload and constant criticism.
· Picking on one person when there is a common problem.
· Frightening someone with physical or other threats, for example, using job insecurity as a form of threat to individuals. 

· Shouting at or humiliating an individual in front of colleagues or in private.
· Refusing to carry out reasonable requests.

This list is not exhaustive and is intended to act as a guide to illustrate types of unacceptable behaviour. 
4. 
Impact of bullying and harassment

Bullying and harassment violate the rights and dignity of the individuals affected. It can also affect their physical and emotional well-being. Examples of the latter, frequently experienced by those who have been harassed are: 

· Physical Effects: periods of sickness absence, alcoholism, drug dependency, feeling sick, tearful, undue sweating, shaking, disturbed sleep, palpitations, loss of energy, stomach/bowel problems, severe headaches, minor aches and pains, and anxiety or depression;

· Emotional Effects: anxiety, irritability, panic attacks, depression, anger, aggressive feelings, lack of motivation, loss of confidence, feeling of isolation, reduced self-esteem.

Bullying and harassment reduces the effectiveness and efficiency of the University. Such behaviour reduces the contribution of those affected, reduces the morale and commitment of all who come into contact with it, prevents innovation and debate, and causes absences from work.

5. 
Monitoring of the policy

The policy will be monitored on an annual basis by the Core Executive and the Joint Management and Staff Consultative Committee. Both aggregated and disaggregated but non-personalised data of different types of complaint and personal absences caused by harassment will be reported, obtained from managers, investigators and human resources advisers who will be required to record them. HR will be responsible for the collation of the information.

The JMSCC and the Core Executive will also monitor the complement of Investigation Officers, and any necessary training of the Officers.

6. Related University Policies
· Student Disciplinary Code: For use in cases of harassment of staff by students.

· Grievance Procedure: Mainly for grievances unrelated to bullying and harassment. However, there may be cases which combine harassment complaints with other aspects, such as equal opportunities policies which may be more appropriately, at least in part, dealt with under this procedure. Managers, HR staff and trade union representatives will advise the complainant on the correct way to proceed in such circumstances.

·    Disciplinary Policy and Procedure: Bullying and harassment is a disciplinary offence, investigations under the bullying and harassment procedure may lead to action under the disciplinary procedure.

6.1 Policies which set out the responsibilities of and codes of conduct for managers and employees in contexts germane to bullying and harassment include:

· Equal Opportunities Policy

· Stress Policy

· Sickness Policy

· Disability Policy

· Capability Policy

The Bullying and Harassment Policy should be used for grievances that are related to bullying and harassment. Managers, human resources staff and trade union representatives should advise the complainant on which procedure is appropriate. However, during the course of an investigation it may become apparent to the Investigating Officer in conjunction with the HR Advisor that it is more appropriate to use a different procedure, such as the Disciplinary Procedure. In such cases all parties will be made aware of this.

7. Counselling and Support

HR will ensure that any member of staff who believes he/she has been subject to harassment at work is aware of sources of support, such as:

· The Employee Assistance Programme.
· Counselling by trained staff within the University.
· Counselling by trained staff external to the University.
Members of staff who have been responsible for bullying and harassment may also be required to avail themselves of these sources of advice.

8.
Management and Employee Responsibilities


It is the responsibility of all managers and employees to refrain from bullying and harassment and to assist in creating an environment where bullying and harassment does not occur. To achieve the latter the following specific responsibilities apply:

8.1
Senior Management


· Provide for regular monitoring and review of the operation of the policy, including steps to ensure that the policy has been effectively disseminated and understood.
· Ensure that the policy is drafted in terms that accord with the Universities other policies e.g. in relation to equal opportunities.
· Ensure the policy is available to staff. 

· Make appropriate arrangements to ensure that staff have appropriate training, particularly those with specific responsibility for the handling of complaints.
· Ensure that the disciplinary procedure is used, when appropriate for offences of harassment.
· Take responsibility for ensuring that action is taken to address the issues in areas where proven bullying and harassment occur.
· Provide for follow up of action plan in departments or units where the incidents of harassment have been identified and, where appropriate action (whether disciplinary or otherwise) taken.
· Ensure that staff are aware of the sources of support.

8.2 
Line Management Responsibility

Line managers and supervisors have the responsibility to: 

· actively foster a climate in their own field of influence that discourages the occurrence of harassment
· pay attention to style of dealing with people, ensuring that staff are treated with dignity and respect
· respond positively to requests from staff to deal informally with bullying and harassment problems

· act upon potential breaches of this policy and unacceptable behaviour despite the absence of a formal complaint 

· maintain a record of instances which although not perceived as issues for the policy may need to be addressed if they are seen to recur

· make it clear that such behaviour is unacceptable

· ensure that members of staff have an understanding of this policy and know where to seek help
· take all reasonable steps to ensure that no victimisation of complainants occurs.

8.3  
Employee's Responsibility

Individual staff have a role to play by:

· Helping to create a climate that discourages harassment; making it clear that they find such behaviour unacceptable.
· Supporting colleagues. This may include challenging the harasser at the time of the incident, offering support in any other way and co-operating in any investigation.
· Ensuring no victimisation of complainants occurs. 

· Being aware that they may need to modify their behaviour in response to the feelings and sensitivity of others (see section 4 for the importance of the perception of the recipient in defining harassment).

PROCEDURE FOR DEALING WITH BULLYING AND HARASSMENT

1. 
How to make a complaint
It is important that a member of staff uses this procedure to seek to redress a problem of bullying or harassment before pursuing a claim through an employment tribunal.

If an employee believes that he or she is the subject of harassment or bullying, there are various options, which may be formal or informal in nature, available to the employee for dealing with the situation. It is however, recommended that for relatively minor and isolated problems the informal route should normally be employed before invoking the more formal stages of the process.

Employees who believe that they are being subjected to bullying and harassment are advised to make a record of the event(s) as soon as possible. This would include the following: date, time, place, name of harasser, what actually happened, the effect this had on the individual, name(s) of any witness(es), action taken and when reported to management (where relevant), any correspondence relating to the incidents and subsequent complaints. 

2. 
Informal Action

2.1 
There are several possible courses of action that can be taken to resolve the matter in an informal manner. The informal process should be used where the incident appears to be a fairly minor one and where it appears to be an isolated event.

2.2
The important points to bear in mind are that quite often the complainant mainly wishes the offending behaviour to stop as quickly as possible. That he/she would prefer for the informal process to be conducted in a confidential and low key manner and is seeking sensitive and local intervention, to diffuse the issue. 

2.3 
Action to be taken by the Complainant

i) The complainant may wish to discuss the matter with a work colleague, immediate line manager, or a more senior manager, a member of the Human Resources Department or trade union representative before deciding on the appropriate action to take; 

or
ii)
The complainant may talk to the alleged offender alone or with a work colleague, member of the Human Resources Department or Trades Union Representative, to let him/her know about the behaviour that is causing them distress. The complainant should make it clear that the behaviour is unwanted and it should not be repeated;

                      or

iii)
The complainant may choose to write to the alleged offender;      or

iv) The complainant may ask his/her immediate manager or a more senior manager to speak to the alleged offender on his or her behalf. The manager should contact the HR Department prior to speaking to the alleged offender.

2.4
In most cases the offending behaviour can be resolved at this early stage in the process. However, even if the complaint is addressed satisfactorily at this stage, it is advisable that all parties,  particularly any relevant manager, record details of any approach to the alleged offender whether verbal or written, as this may be relevant should there be a recurrence of the unwanted behaviour.

2.5
Outcome of the Informal Procedure
i)  
Where no problem is revealed

Where the informal procedure reveals that no problem exists, no further action is deemed necessary.

ii)  Where a problem is revealed/agreed and the offender accepts his/her responsibility

Where the informal procedure reveals that a problem exists (whether intentional or not), the steps to resolve the problem and prevent the situation recurring must be discussed with the complainant. Outcomes could include the following:

· A commitment could be obtained from the offender that the behaviour will not be repeated.
· The line manager confirms appropriate standards of behaviour.
· The line manager or a member of the HR department provides support to the alleged offender to enable him/her to understand that his/her behaviour is unacceptable and clarify what is expected of him/her in future. There may be a need to set targets, monitor progress, identify training needs, review work practices, provide additional supervision and set ground rules for behaviour to support the establishment of a positive working relationship. The offender may also be offered counselling.

iii) Where the offender does not accept his/her responsibility

Where the offender does not accept his/her responsibility or is not agreeable to, or responsive to, remedial action, formal proceedings may be initiated.

3. 
Formal Complaints

3.1
The Formal Procedure may be used where the informal route proves ineffective, for more serious instances of harassment or where the complainant prefers to use the Formal Procedure. The Formal Procedure will only be used with the agreement of the complainant. Proven cases of misconduct under this Formal Complaints Procedure may lead to disciplinary action the purpose of which will be to substantiate or refute the allegations and, if appropriate, determine the disciplinary sanction. Each case of misconduct will be considered on its particular merits, taking into account any mitigating circumstances. Serious cases can be considered to constitute gross misconduct leading to dismissal under the Disciplinary Procedure.

3.2 
Action to be taken by the Complainant

i)
A formal complaint must be made in writing to the relevant Human Resources Adviser for the area.  Please contact the HR Department if you are not sure who your HR Adviser is. You can either submit a letter outlining your complaint or you can use the form given at Appendix 1.  All documents could be disclosed in accordance with the Data Protection Act. You should be aware that you may be asked to give evidence relating to your complaint.

ii)
The written complaint should include the following details: the nature of the complaint with reference to dates, times and places (where possible), who the complaint is being made against, the names of any witnesses to the incidents and any actions which have already being taken.

3.3 
The Investigation 

i)
The Human Resources Adviser will acknowledge receipt of the complaint within 5 working days and will advise the individual of the procedure to be followed.

ii) The complaint will be fully investigated by an appropriate investigator mutually agreed by the HR department and the complainant, together with a member of the HR department. An investigation conducted under this process will be undertaken by an independent Investigating Officer who has no link to the case in question. The Investigating Officer will normally be either a Middle or Senior Manager and competent to carry out the independent investigator role. Every effort will be made to complete the investigation within 10 working days of the appointment of the Investigator. It should, however, be recognised that some cases may take longer to investigate.

iii) The Human Resources Department will provide administrative support to the investigation and will store confidentially the record of the meetings in a file not attached to the personnel files of the individuals concerned.

iv) Witnesses will be given time off work to attend the investigatory hearing.  It is the responsibility of the Human Resources Department to ensure that witnesses are aware of the procedure for the conduct of such hearings.  Unless there are good reasons witnesses are expected to attend.

v) In exceptional circumstances, upon agreement from both parties, a witness need not appear in person but may give his/her evidence or responses to questions through a third party.

vi) The role of the Investigator will be to interview the complainant, the alleged offender and any other relevant people such as named witnesses and to produce a report outlining any proposals for action resulting from the investigation, including whether a formal disciplinary hearing should be conducted under the Disciplinary Procedure. The report should also contain an accurate record of the complaint and investigation, the names of the parties, dates, nature and frequency of incidents, action taken and monitoring. The report will be submitted to the Director of Human Resources or nominee who will decide on what appropriate action to take. 

vii) During the investigation the investigator can recommend, for potentially serious cases, suspension or temporary transfer of the alleged offender, or temporary transfer of the complainant. In appropriate cases a suspended employee may be offered counselling. During any period of suspension the employee will not be entitled to access to the University’s premises, (except as agreed following the prior request of the employee for example to meet with his/her representative, such request generally to be made to the HR Department) or with the prior consent of the University and subject to such conditions as the University may (at its discretion) impose. The suspension will last for no more than 10 working days initially, but may be renewed or extended at the discretion of the Vice-Chancellor or his/her delegate.  Any suspension is subject to the authorisation of the Vice-Chancellor or his delegate and does not constitute disciplinary action. Employees who are suspended will continue to receive their normal pay. Anyone suspended from duty for 15 working days or more may appeal in writing to the Board of Governors. Such an appeal will be considered as soon as practicable by the Appeal Committee of any 3 members of the Board within 15 working days of receipt of the appeal. The decision of such a panel will be final and an appeal will not be heard if a formal hearing has been convened under the disciplinary procedure. The employee will be notified in writing of any renewal/extension of the suspension and its anticipated duration.

If a decision is made to suspend, a representative of HR will write to the employee within 3 working days of the date of the decision, setting out the grounds for suspension. 

A decision to temporarily transfer an individual will be made by either the Director of Human Resources or a member of the Core Executive Team. Anyone temporarily transferred for one month or more may appeal in writing to the Director of Human Resources or to a member of the Core Executive Team if the Director of HR had made the original decision. The appeal will be heard by that person as soon as practicable within 15 working days of receipt of the appeal. The decision of this person will be final. An appeal will not be heard if a formal hearing has been convened under the disciplinary procedure.  The employee will be notified in writing of any renewal/extension of the temporary transfer and its anticipated duration. 

3.4
Conduct of the investigation


The Investigator should be particularly aware of the sensitivity of the issues involved and should conduct the investigation with regard to the following:

i) To be prompt, thorough and impartial, while respecting the rights of both the complainant and the alleged offender.

ii)
To respect the right of both parties and any witnesses to be represented by a trade union representative or fellow employee at any interviews held.

iii)
To inform the alleged offender of the details of the complaint and to enable him/her to respond to the allegations that have been made within five working days of receiving notification.

iv) Remind all parties to respect confidentiality and to offer a clear assurance to everyone involved, including witnesses that the matter will be dealt with confidentially.

3.5
Outcome of the investigation

Having completed the investigation the Investigator will provide a written confidential report to the Director of Human Resources or nominee and may recommend one or more of the following courses of action:

· no further action to be taken as allegation was not proven
· discussions be held with both parties either separately or jointly to agree a resolution
· the University should remind staff of the appropriate standards of behaviour
· identify training needs and provide appropriate staff development
· a disciplinary hearing be invoked under the Disciplinary Procedure.

The Director of Human Resources or nominee will then write to the complainant and the relevant line manager conveying the conclusions of the investigation and the intended action.

Reconciliation 

Unless dismissal has resulted from the formal procedure, it is the responsibility of the manager/supervisor to ensure that there is some reconciliation between the two parties to enable them to work effectively in future. If this fails it may be necessary, where possible, to transfer one or both parties to another section, department or location. Where the complaint has been upheld, the transfer of the complainant should only be with his/her agreement. In keeping with good practice it is normal to relocate the offender.

Review 

It is the responsibility of the relevant line Manager on receiving the outcome of the investigation to ensure that any recommendations resulting from the investigation are acted upon and that the harassment has stopped and there is no victimisation. Failure to resolve the matter could lead to the Disciplinary Procedure being invoked.

3.6 
Support of the Complainant and Alleged Offender 

At any stage of the formal or informal procedure the complainant and alleged offender should be made aware of both internal and external sources of support/advice.

4. 
Appeals

If the complainant is dissatisfied with the way in which the matter has been handled or its outcome, then he or she will have the right of appeal which should be addressed to the Director of Human Resources The process for conducting an appeal is outlined in the annex to this document. However, an appeal against the findings of a Disciplinary Hearing should be made under the provisions of the Disciplinary Procedure.

5.
Further Guidelines

5.1 Anonymous complaints 


If a member of staff makes a complaint but wishes to remain anonymous (e.g. the employee informs his/her manager that harassment is occurring but does not have the confidence to take the matter further), his/her confidentiality should be maintained. Other methods of solving the problem should be sought, particularly action to prevent any further harassment, e.g. awareness-raising changes in work practice, or team building activities. It should be recognised that in such cases managerial action could be limited by virtue of the complainant not wishing to be identified.  In any case, Managers should seek advice from Human Resources.

5.2 Group Complaints



If several people are experiencing bullying or harassment from the same source, and complain as a group, individual statements should normally still be taken by the Investigating Officer.

Should a complaint be made against a number of alleged offenders, individual responses to the complaint will be required. Outcomes to the complaint should be communicated to individuals separately and not to the group as a whole. 

Review

This procedure will be reviewed 2 years from the date of agreement/implementation or earlier by mutual agreement.

ANNEX

GUIDELINES ON PROCEDURES TO BE FOLLOWED FOR A FORMAL INVESTIGATION
Notice of a Investigation

When a formal investigation is to be held, a letter shall be sent to the member of staff advising him/her to attend a formal investigatory meeting with a copy sent to the individual’s nominated trade union representative or work colleague.  Normally the timing of the meeting will be agreed with the employee before the letter is sent. The letter shall:

1. give the name of the person who will conduct the investigation and the member of the HR team who will support the process

2. state the complaint or allegation against him/her;

3. inform the member of staff that he/she has the right to be accompanied by a representative of a recognised trade union or fellow employee, and that the agreed timing of the meeting should be such as to allow the representative to attend 

4. inform the member of staff that he/she may produce a written statement, or other documentation as part of the investigation and can make recommendations about other people that the investigator should interview as part of the investigation

5. Enclose a copy of the Bullying and Harassment Policy and Procedure. 

The Outcome

Having completed the investigation the Investigator will provide a written confidential report to the Director of Human Resources or nominee and which will contain recommendations as to the courses of action to be followed.

This report will be carefully considered and a decision will be made as to the action which will be taken. The member of staff, his/her representative, will be informed of the decision in writing and this report will specify the reasons for the decision and any subsequent action to be taken and the right of appeal in accordance with the appeals section of the procedure.

NB
Throughout the proceedings the HR Department will ensure that a detailed and accurate record is made. The record will be made available to the employee and his/her representative.
PROCEDURE TO BE FOLLOWED FOR AN APPEAL

Notice of Appeal

The member of staff will write to the Director of Human Resources stating the grounds upon which the appeal is based within 10 working days of receipt of the decision of the bullying and harassment hearing.  Such grounds may include new evidence, procedural irregularity or unfairness. The letter should be accompanied by any documentation the employee wishes to be taken into account.  The Director of Human Resources will appoint an appropriate middle or senior manager who has not previously been involved in the matter to hear the appeal.  The appeal hearing will be held at a mutually convenient time not later than 10 working days after notice of the appeal.

Appeal Hearing

Stage 1

The Chair of the appeal hearing will ask the manager who conducted the investigation to present his/her findings in the presence of the member of staff and his/her representative.

Stage 2

The member of staff concerned or his/her representative and the Chair of the appeal hearing may ask questions of the Manager who conducted the investigation.

Stage 3

The Chair of the appeal hearing will ask the member of staff or his/her representative to state his/her grounds of appeal, in the presence of the manager who conducted the investigation. 

Stage 4

The manager who conducted the investigation and the Chair of the appeal hearing may ask questions of the member of staff and of his/her representative.

Stage 5

If as a result of the evidence given by the manager who conducted the investigation and the member of staff (or his/her representative), the Chair of the appeal is of the opinion that more evidence should be obtained or there is a need to call and question some witnesses, he/she may adjourn the hearing to enable this to be done.

Stage 6

When all the evidence has been heard the manager who conducted the investigation and the member of staff (and/or his/her representative) shall withdraw.

Stage 7

The Chair of the appeal will deliberate and then give his /her decision and the reasons for the same, to the member of staff and the manager who conducted the investigation, specifying any subsequent action to be taken. The employee and his/her representative will normally be notified within 5 working days of the end of the appeal hearing.

NB
Throughout all appeals the HR Department will ensure that a detailed and accurate record is made. The record will be made available to the employee and his/her representative.
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