MID CHESHIRE HOSPITALS NHS TRUST

GUIDANCE FOR RECORDING AND MONITORING ALLEGATIONS OF HARASSMENT AND BULLYING AT WORK

1. This guidance note supports the Trust's policy on harassment (See section Dignity at Work in the Trust's Equality and Diversity Policy).


2. Employees may raise concerns about harassment or bullying at work with:

   their Manager,
   any other Manager,
   any Trust Board Member,
   any Trade Union Representative,
   any Hospital Chaplain or other faith leader,
   Occupational Health,
   the Personnel Department,
   Learning and Development Services.


3. The person with whom the issue has been raised will tell the employee that a confidential, anonymous record containing monitoring data only (see record form attached) will kept for the purpose of assessing the level and type of bullying and harassment at work.  The person with whom the issue is raised may make their own judgement when, in the discussion, to raise the issue of monitoring data.  Copies of the record will be sent to the Personnel Manager for this purpose as soon as a case is recorded and again once a follow up check (see 5 below) has been undertaken.


4. The person with whom the issue has been raised will attempt to agree with the employee a course of action in line with the Trust's policy on harassment. 


5. The outcome of that course of action will be judged as successful or unsuccessful by the employee.  The categorisation ‘unsuccessful’ (see record form attached), therefore, does not necessarily mean that an incorrect decision has been made, but does mean that the employee has not been satisfied by that decision.  Information will be collected 1 - 2 months after the issue has been addressed through either formal or informal proceedings.  It will be obtained as part of a routine follow up with the employee by the person with whom the issue has been raised.  The categorisation ‘not addressed’ (see record form attached) will be used where a matter has been raised informally, but no agreement on action has been reached.


6. This document does not provide guidance on the actions required to address the alleged harassment.  Its sole purpose is to promote effective monitoring.  


7. References to formal proceedings refer to situations where the Trust's grievance and/or disciplinary procedure is invoked or where a written complaint is made.

MID CHESHIRE HOSPITALS NHS TRUST

FORM FOR RECORDING AND MONITORING ALLEGATIONS OF HARASSMENT AND BULLYING AT WORK

NOTES:  Before completing this form ask the employee concerned whether any other person has completed a form of this type relating to this incident.  If so, this form should not then be completed.  The employee should be encouraged to agree to the completion of this form.  If, despite reassurances of confidentiality, the employee objects to any or all of this form being completed, their wishes must be respected.  

* denotes delete as applicable                                           # denotes complete to the best of your knowledge

---------------------------------------------------------------------------------------------------------------------------------

Name & Department of Person to Whom the Issue is Reported ……………………….………………….…. ………………………………………………………………………………………………………...…….…

Date Reported ………………………………….…………………..……………………………………..…...

---------------------------------------------------------------------------------------------------------------------------------

DATA CONCERNING PERSON WHO IT IS ALLEGED HAS BEEN BULLIED OR HARASSED

Work Area ………………………………………………………………………………….…………...…….

Perceived Reason:

Race/Gender/Disability/Age/Sexual Orientation/Work Performance/Other/Not Known*

Formal/Informal Report*

Outcome: Successful/Unsuccessful/Not Sure/Not Addressed*

White British/White Irish/Other White/White & Black Caribbean/White & Black African/Other Mixed/ Asian or Asian British Indian/Asian or Asian British Pakistani/Other Asian/

Black or Black British Caribbean/Black or Black British African/Other Black/Chinese/Other/Not Given*








Disabled/Not Disabled* 






Female/Male*

Is the person who it is alleged has been bullied or harassed, the person reporting the incident now.  Yes/No*

If No, has the person themselves also reported the incident to anyone listed in the guidance note.  Yes/No/Not Sure*

---------------------------------------------------------------------------------------------------------------------------------

DATA CONCERNING PERSON WHO IT IS ALLEGED HAS BULLIED OR HARASSED#

Patient/Relative/Manager/Work Colleague/Subordinate/Trade Union Representative/Doctor*

Work Area ……………………………………………………………………………….…………..……….

White British/White Irish/Other White/White & Black Caribbean/White & Black African/Other Mixed/ Asian or Asian British Indian/Asian or Asian British Pakistani/Other Asian/

Black or Black British Caribbean/Black or Black British African/Other Black/Chinese/Other/Not Known*








Disabled/Not Disabled* 






Female/Male*

harassment5fin


