APPENDIX C              Harassment and Complaint Report
Staff in confidence                                     

















Section Two


For completion by the line manager





(Where the complaint has been passed directly to you, as the individual’s line manager, you should complete this section immediately).





To:	Human Resources





Please register the details recorded in Section One.





The action that I have taken to date/intend to take in relation to this complaint is:


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Your details





Name:________________________________





Office/Work Area:_______________________





Signed:________________________________





Date:_________________________________





Once the form has been completed the Manager will retain a copy and a copy will be sent to the Human Resources Directorate Partner for your Directorate. A copy should be retained by the individual who made the complaint.


Where the complaint is passed directly to Human Resources, details will be recorded before passing to the relevant manager.


The HR Team will acknowledge receipt of all complaints and monitor progress.





Section One (continued)





If your complaint is about your line manager, or there are circumstances, which would prevent your line manager dealing with the complaint, send your complaint directly to the Human Resources Dept, retaining a copy for yourself.





Section One


About your complaint





(The person making the complaint should complete all of section one. It should then be passed to the individual’s line manager or sent directly to Human Resources)





I wish to make a formal complaint about:


(Provide details of your complaint if appropriate including the people involved, dates and times of any specific incidents and anyone who may have witnessed events).   If necessary use a separate sheet and attach it.















































______________________________________________________________________





Your details





Name:______________________________





Office/Work Area:_____________________





Signed:_____________________________





Date:_______________________________





Your Manager’s name:_________________





Progressing your complaint


You should now hand a copy of your complaint to your line manager, retaining a copy for yourself. Your line manager will forward a copy to the Human Resources Dept.
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