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[bookmark: _Toc224823696]Appendix 1: Support, Health and Wellbeing Guidance
The Workplace Concern Resolution process may be adjusted with agreement to ensure the effective participation of the employee. Below are some examples of adjustments and support:
· Meetings / hearings - Consider holding the resolution meeting or appeal at a venue / on teams either to reduce the stress caused to the member of staff in attending at a particular place or to accommodate any physical needs they may have.
· Representation - While there is no right to formal representation for informal stages of the process the Trust is committed to ensuring that the employee has appropriate time and ability to voice their concerns therefore reasonable requests for support at meetings will be considered.
Staff have the right to be accompanied at any formal resolution meetings by a work colleague or a trade union / professional body representative neither of whom should be a family member or working in a legal capacity.
In any event, the companion is able to address the meeting to put and sum up the staff member’s case, respond on their behalf to any views expressed at the meeting and confer with the staff member during the meeting. They do not, however, have the right to answer questions on their behalf.
Work colleagues do not have to accept a request to accompany a staff member and will not be pressurised to do so.
A staff member must inform the investigator who they have chosen as an employee representative before a meeting / hearing takes place.
If a staff member’s trade union professional body representative or workplace colleague cannot attend on the proposed meeting date then, in consultation with the staff member or representative, an alternative date will be arranged but this should be within 10 working days.
· Staff without Trade Union Representation – Advice and guidance can be sought from the People Experience team on the process and staff are able to be accompanied by a work colleague for support.
· Written representations - Where the staff member may have difficulty in explaining their case, consideration will be given to allowing them to submit written information to support their concern.
· On-going communication - The Trust will take particular care to ensure that all employees receive all relevant information relating to their concern and are aware of the process being followed and at what stage. Managers will ensure employees are given reasonable expectations, set achievable time frames for communicating the resolution outcome and notification that the resolution outcome letter is being sent. Managers may also if appropriate feedback the outcome of the resolution process verbally prior to sending the outcome letter.
· Help with verbal and non-verbal communication – Trade unions can help support their members with communicating their workplace concerns but also the Trust can help access support services for those with a disability or learning difficulties to be able to communicate their concerns in any way which is comfortable and accessible. 
· Health – The Trust is aware of the emotional impact that raising a workplace concern can have on an employee and will ensure that you are fully supported throughout with guidance and advice being available from occupational health, Employee Assistance Programme and People Experience. All workplace concerns will be handled with sensitivity and with a focus on resolution.
· Wisdom - Employee Assistance Programme (EAP) – Staff can access this free service at any time for support, advice and guidance, 24 hours a day, seven days a week. Contact details are as follows:
Contact number: 0800 028 0199
Unique Code: MHA132759
Full details of the support available to staff are also provided in the Trust’s guidance on Supporting Staff Involved in an Incident, Complaint or Claim, a copy of which is available from the Human Resources folder on the document library. A copy will be made available to staff at the start of the process.


[bookmark: _Toc224823697]Appendix 2. Examples of Informal Resolution
1. Facilitated Conversation
1.1. A facilitated conversation is a more in-depth resolution process which is considered to be highly effective at resolving issues at an informal stage. It will be used where a manager feels that a conversation involving advice from a trained facilitator would benefit the parties involved. All parties must agree to take part in a facilitated conversation.
1.2. The facilitated conversation process involves:
· Having separate preliminary conversations with all parties to explain the principles and processes of a facilitated conversation and get their initial thoughts on the issues.
· Arranging and conducting a facilitated face to face meeting.
· Facilitating an agreement between all parties which may be recorded in an informal resolution agreement.
1.3. A facilitated conversation is usually completed in a couple of hours; however, it may take longer if more than two people are involved.
1.4. The facilitator will help the parties have an open and honest dialogue with the aim of identifying an outcome that is agreed by both parties. If needs be, the facilitated conversation can be paused to discuss aspects with just one or other of the parties if it is thought this will benefit a positive outcome of the meeting. If this is the case, the facilitator will encourage parties to reach an informal resolution agreement.
1.5. Whilst facilitation remains voluntary, it is proven to be highly effective. The Trust expects colleague / managers to give this process serious consideration and not to rule them out without good reason.
2. Restorative Practice
2.1. Restorative practice can be used within the workplace both to prevent conflict resulting in inappropriate behaviour at work, damage to workplace or team relationships, and to address it when it does occur, enabling teams and individuals to work well together.
2.2. Where situations have already arisen – for example in cases where allegations of disrespectful behaviour, emotional and verbal abuse, intimidation or bullying feature in the grievance, restorative practice can be an effective way to resolve these issues without recourse to formal processes.
2.3. It may involve: 
· Bringing together all those affected by conflict.
· Providing a safe environment for the expression of emotion.
· Allowing participants to come to a shared understanding.
· Identifying creative ways to deal with conflict.
· Providing opportunities to rebuild damaged relationships and strengthen teams.
2.4. Restorative approaches can also be used proactively and in a preventative way within the workplace to build strong, positive relationships. Staff meetings, for example, can be restorative practice, focused on building relationships and based around a foundation of mutual respect.
2.5. While processes such as workplace mediation generally have a fairly narrow focus on a particular conflict and its resolution, restorative practice has a wider focus and aims to build better relationships and a stronger community. This allows everyone involved to find a positive way forward.
3. Mediation 
3.1. Mediation is a more in-depth resolution process which is proven to be highly effective at resolving workplace disputes, disagreements, complaints or concerns. If all parties agree to take part in mediation, the aggrieved employee’s issue will be referred to an accredited mediator. The mediator will contact both parties and explain the principles and processes of mediation. The mediation process includes: 
· Separate initial conversations for each party with the mediator(s) to explain the principles and process and address any queries or concerns.
· Separate meetings for each party with the mediator(s) to discuss the substantive issues.
· A face-to-face meeting between the parties facilitated by the mediator.
· Reaching agreement and closing the meeting.
3.2. Most mediation will be completed in a day; it may take longer if more than two people / parties are involved. Mediation is a voluntary and confidential process.
3.3. The mediator will help the parties have an open and honest dialogue with the aim of identifying a mutually acceptable outcome. If this is the case, the mediator will encourage parties to draw up an agreement.
3.4. After mediation has finished the aggrieved colleague may agree that, if appropriate, others can receive a copy of the final written agreement. However, the Trust will not receive any other feedback from the mediator about issues raised and discussed or any other factors raised during the mediation process, however, will feedback to the relevant parties if the mediation was successful or not.


[bookmark: _Toc224823698]Appendix 3. Formal Workplace Concern Resolution meeting
1.1. A member of the People Experience Team or a note taker will usually attend a Formal Workplace Concern Resolution meeting. In instances where People Experience are not in attendance, it is recommended that a note taker is present, or the meeting be recorded.
1.2. In preparing for the meeting the manager should: 
· Have reviewed and read the Workplace Concern Resolution form.
· Read and considered any previous information related to the concern, including any information gathered during the fact-finding process.
1.3. [bookmark: _Hlk215480346]At the meeting, the Formal Workplace Concern Resolution Manager should listen to the employee’s concerns to ensure that they fully understand the issue, and what the employee would like the outcome to be. During this meeting, the Formal Workplace Concern Resolution Manager should also discuss support options available to the employee, including allocation of pastoral support.
· The outcome of the meeting should normally be confirmed in writing to the employee within five working days of the meeting.
· The outcomes from the Formal Resolution meeting may include but are not exhaustive to:
· A further attempt at informal resolution by a means different to that already attempted.
· Confirmation of the requirement for full formal investigation.
· Communication of any decision reached without the need for further investigation.
· If there are delays in this response due to gathering of additional information or the need for a full investigation this must be communicated to the employee, with reasonable time scales.


[bookmark: _Toc224823699]Appendix 4. Investigation Procedure 
1. A formal investigation should only be undertaken on occasions where resolution to workplace concerns has not been possible through informal means, where a formal process is considered to be the only viable option or where the Formal Workplace Concern Manager considers a formal investigation necessary.
2. In instances where it is not deemed as appropriate for the Formal Workplace Concern Manager to investigate the concern, it may be necessary to appoint an independent Investigating Officer (selection criteria and role of the Investigating Officer are detailed in Appendix. 5), who has not been directly or indirectly involved with the content of the concerns raised.
3. The Formal Workplace Concern Manager will be responsible for producing terms of reference for the formal investigation, which will be provided to the Investigating Officer. Any changes to terms of reference throughout the investigation must be communicated, as appropriate, to all parties and may result in further questioning of any relevant individuals.
· To ensure accuracy of the Formal Workplace Concern Manager’s understanding of the concerns raised, the points of investigation should be confirmed with the employee during the Formal Workplace Concern meeting.
· It should be noted that the Terms of Reference may be amended as the facts are established.
4. If there is a colleague at the centre of the concern raised, they will be contacted by the Formal Workplace Concern Resolution Manager, who will inform them of the nature of the concerns and offer support. This contact may be via written correspondence or in person and should occur ahead of any investigation meeting being scheduled.
5. Importantly, the Formal Workplace Concern Manager will be responsible for considering the needs of all involved parties, including any witnesses, and arranging additional or pastoral support, as required.
6. The Formal Workplace Concern Manager will be responsible for ensuring that all involved parties are kept informed as to the progress of the investigation, as appropriate.
7. During the course of the investigation, should the employee raise any further concerns that are similar in nature to concern already under investigation, the terms of reference may be amended to enable consideration of any related issues without the need for an additional process. If terms of reference are updated, they should be reconfirmed with the staff member. Any expansion of the scope of investigation should not cause avoidable delay to the active process.
8. [bookmark: _Hlk215223798]The Investigating Officer will be responsible for investigating impartially to ascertain the full facts of the concern, including gathering any relevant evidence. The colleague raising the concern may provide details of areas of enquiry that may be relevant, suggested evidence to be sought, and possible relevant witnesses.


9. The Investigating Officer may need to hold investigation interviews with the employee who raised the concern and / or other individuals. Where this is the case, interviewees will be given the right to be accompanied at the interview by a Trade Union representative or work colleague who is not a family member or legal representative or involved in the issue.
10. Witnesses should be advised that the matter must be treated in strictest confidence and must not be discussed with colleagues, and that, if the matter progresses, then witness statements will be used to support the Formal Workplace Concern Manager decision-making. Witnesses will be allocated additional or pastoral support, where required.
11. The investigation should be completed within the timescales agreed at the grievance meeting and should not normally take longer than one calendar month. If it is not possible to complete the investigation within these timescales, the employee should be notified of the reasons for this in writing by the Formal Workplace Concern Manager.
12. Upon completion of the investigation, the Investigating Officer will submit the findings to the Formal Workplace Concern Manager, who will be responsible for determining an appropriate response to the formal concern, based on consideration of all the evidence presented, including all witness statements.


[bookmark: _Toc83720263][bookmark: _Toc84318026][bookmark: _Toc115082218][bookmark: _Toc224823700][bookmark: _Hlk79504028]Appendix 5. Selection Criteria and Role of Investigators
1. Rationale for use of an investigator
1.1. In order to ensure fairness consistency and transparency across the Trust, in instances where formal investigation is required, the Formal Workplace Concern Manager may appoint an independent Investigating Officer, Criteria for selection of an investigator.
1.2. This will include:
· Their availability to commence and complete the investigation within one calendar month and that no conflict of interest exists.
· They must not have been directly or indirectly involved with the content of the concerns raised.
· The investigator will either be an appropriate manager with suitable experience and / or training or an external professional suitably experienced / trained.
2. The Investigating Officer will:
· Impartially investigate all relevant facts relating to the workplace concern with an equal emphasis on evidence from all parties concerned.
· Decide which witnesses should be interviewed including those who are leavers, agency staff, bank and any other external stakeholders and undertake such interviews.
· Make the Formal Workplace Concern Manager aware of any additional information that arises during the investigation. If this happens, the Formal Workplace Concern Manager will review and decide whether an amendment to the terms of reference of the workplace concern is required.
· Update the Formal Workplace Concern Manager on where the investigation is up to, including any delays and the reasons for these, in order for the Case Resolution Manager to communicate with all involved parties, as appropriate.
· Collate all investigation evidence for the Formal Workplace Concern Manager. No recommendations should be included.
· Should the matter proceed to an appeal the Investigating Officer may be asked to attend the appeal meeting as a witness to answer questions regarding the findings of their investigation.
· The colleague raising the concern may provide details of areas of enquiry that may be relevant, suggested evidence to be sought, and possible relevant witnesses.


[bookmark: _Toc224823701]Appendix 6. The Appeal Process
1. Staff members must be informed of their right of appeal and advised of the procedure for lodging an appeal in the letter confirming the outcome of the formal workplace concern resolution process. All rights of appeal must be lodged in writing within 10 working days of the date of the letter confirming the outcome of the formal workplace concern resolution process. The appeal letter must contain full reasons why the staff member wishes to appeal.
1.1. [bookmark: _Hlk215222951]The Employees written appeal should also include:
· [bookmark: _Hlk215222886]The full details of the original concern(s) raised under this policy and enclosing any written correspondence from previous steps of the procedure. The appeal letter should not include new issues not already considered at Step Two.
· What has been done in attempt to address the concerns at Step One and Step Two of the resolution procedure and why these responses were considered unsatisfactory.
· Make clear the grounds for the appeal and include all relevant information or supporting evidence (no new issues should be introduced).
· If relevant, outline which of their issues they feel has not / have not been properly considered and why.
· Clearly state the desired outcome from the appeal.
· Any statements and documents which they intend to rely on; a list of any witnesses; and the details of their workplace colleague or trade union / professional body representative or other support arranged.
1.2. The member of staff should be informed in writing of the time, date and location for the appeal meeting and their right to be accompanied to the meeting by a workplace colleague or trade union / professional body representative. The meeting should be scheduled for a date that is known to be convenient for all attendees including the workplace colleague or trade union / professional body representative.
2. Management Response
2.1. The Formal Workplace Concern Manager who addressed the formal concern will prepare a management response to the employee’s grounds for appeal (template available in supporting information).
2.2. The management response should include:
· Details of the original concern.
· Investigation findings.
· Key finds and facts which supported them to reach their conclusion.
· Resolutions offered / actions taken / recommended.
· Appendices – Any correspondence / relevant information gathered, including outcome letter from informal / formal stage of the process.
2.3. This document should be submitted to the Appeal Manager as soon as possible to allow for the Appeal Manager to send this to the employee at least 48 hours before the Appeal Hearing, together with details of any witnesses the manager intends to call to the meeting.
3. Hearing the appeal
3.1. Appeals against the outcome of a formal resolution investigation will be considered by an independent panel normally consisting of the next level of management not previously involved (Appeal Manager) supported by an appropriate member of the People Experience team.
3.2. Where the issue concerns professional or technical matters, the Appeal Manager may seek additional advice from an appropriate person with specialist and professional knowledge.
3.3. Within 10 working days of receipt of their written appeal, the employee will be notified in writing, confirming who will be the Appeal Manager.
3.4. Where an outcome of an appeal can be mutually agreed without requirement for an in-person appeal hearing, this can be agreed by all parties. Such agreement should be recorded, and all usual correspondence and outcome letters should be provided.
3.5. After consideration of the appeal information, the Appeal Manager will notify the employee of date and arrangements of the Appeal Meeting, including their right to be represented.
3.6. The appeal meeting should take place as soon as is reasonably practicable. A projected timeline will be provided to the colleague who has raised the concern, and they will be kept informed of any reasons for delay.
3.7. If the employee has been unwell or is unsure if they will be fit to attend the appeal meeting, the Trust may seek advice from any of the following before deciding whether to proceed with the meeting: Occupational Health, the GP or another health professional.
3.8. The employee must submit any supporting evidence to the Appeal Manager at least five working days prior to the date of the hearing, together with details of any witnesses they intend to rely on during the hearing.
3.9. Witnesses may be called by the staff member to present evidence and may be questioned by the presenting manager and the Appeal Manager. The member of staff or their workplace colleague or trade union / professional body representative may ask further questions of the witnesses.
3.10. The presenting manager may call witnesses who may be questioned by the staff member, or workplace colleague or Trade Union representative, and by the Appeal Meeting manager.
3.11. It is the employee’s responsibility to provide explanation to the Appeal Manager regarding the direct relevance of any potential witnesses. The Appeal Manager may be required to support the employee by requesting the attendance of relevant witnesses.
3.12. The purpose of an appeal hearing is to review the workplace concern resolution outcome, based on the grounds of the appeal and any other matters the appeal panel considers relevant. The appeal meeting manager will determine whether to uphold the original decision at Step Two or whether to substitute an alternative outcome.
3.13. During the Appeal Hearing the panel will hear all information, The employee will present their grounds for appeal and any other information supporting their case.
3.14. Both sides may call an adjournment at any time during the appeal hearing, and, if granted, both sides will leave the room for the duration of the adjournment.
3.15. The Formal Workplace Concern Manager may be asked to attend the hearing to present the management case. If the Appeal Manager does not consider that Formal Workplace Concern Manager’s attendance to be required, then the Management Case will be summarised by the Appeal Manager.
3.16. If both parties are in attendance to the appeal, they will have the opportunity to ask questions of each other. Should the Workplace Concern Resolution Manager not be present during the Appeal Hearing, the aggrieved employee will be given the opportunity to submit questions to Workplace Concern Resolution Manager in writing, answers to which should be provided prior the date of the hearing.
In instances where the Formal Workplace Concern Resolution Manager is not present during the hearing, should any further questions arise during the hearing that require their response, it may be necessary to adjourn the hearing prior to an outcome being communicated.
3.17. The Appeal Panel will also have the opportunity to ask questions of both parties.
3.18. Once the panel is satisfied that they have sufficient information to make an informed decision, an adjournment will be called in order for the panel to consider their findings and make a decision on the outcome.
3.19. Following the adjournment the Appeal Manager will verbally communicate the conclusion, actions and any recommendation and this will also be confirmed in writing within 10 working days of the appeal hearing.
3.20. The outcome of the appeal meeting will be confirmed in an Appeal Outcome Letter containing the following: 
· The nature of the original concern(s) raised.
· The nature of the appeal.
· The outcomes being sought.
· The case put forward by the presenting manager and the case put forward by the staff member.
· Findings of fact on each of the points raised.
· What has been decided and actions that will be taken by the Trust including any steps taken to ensure that the same issue does not reoccur in future, for instance changes to policy or procedure.
· The reason for the actions taken.
· The outcomes that have been decided on to resolve the appeal.
· Where actions are required as part of an outcome, reference to the person responsible for action and, if appropriate, a timescale in which the actions are expected to be achieved by.
3.21. Should the panel be unable to make a decision on the date of the hearing then this should follow in writing within 10 working days of the Appeal Hearing.
3.22. The appeal stage represents the final stage of the procedure and there are no further internal stages.
3.23. The Appeal Manager will be responsible for ensuring and issues highlighted from the appeal process or recommendations made as a result of the appeal, are addressed as soon as possible, or escalated to the appropriate person responsible for action.
3.24. The Trust will implement the outcomes and act on the findings. Overall accountability for this rests with the Chief People Officer and the Chief Operating Officer.



[bookmark: _Toc104300928][bookmark: _Toc224823702]Appendix 7. Impact Assessment Tool for overlapping Employee Relations Processes
[bookmark: _Hlk80167566]Impact Assessment Tool
Overlapping Employee Relations Processes
No processes should be delayed where, to do so, would impact on patient and / or staff safety.
This impact assessment tool is to be used prior to any decision being taken about whether to temporarily suspend a process in order to deal with a counter allegation. It should be completed by the line / commissioning manager with advice from a People Partner.
	Current investigation details:
	

	Counter allegation details:
	


Please complete the risk analysis below to ascertain whether suspension of current investigation may have a detrimental impact on patient or staff safety.
Risk Analysis (See table below for grading)
	Risks
	Yes
	No
	Risk
Likelihood (L)
	Risk Consequence
(C)
	Score
(L x C)

	Risk of harm to patients
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk of harm to employees
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk of harm to self
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk of harm to Trust
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk of continued fraud
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk to service provision
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Risk to investigation process
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Some other substantial reason
	☐	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.

Risk Grading
	
	Likelihood (L)

	Consequence (C)
	1 - Rare
	2 - Unlikely
	3 - Possible
	4 - Likely
	5 – Almost certain

	5 Catastrophic 
	5 
	10 
	15 
	20 
	25 

	4 Major 
	4 
	8 
	12 
	16 
	20 

	3 Moderate 
	3 
	6 
	9 
	12 
	15 

	2 Minor 
	2 
	4 
	6 
	8 
	10 

	1 Negligible 
	1 
	2 
	3 
	4 
	5 

	


	
	1 – 3 Low risk
	
	4 – 6 Moderate
	
	8 – 12 High risk
	
	15 – 25 Extreme risk




Actions to be taken to reduce risk
	Risk
	Mitigation action
	New Risk Rating (following implementation of mitigation action)

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.

Decision on outcomes following risk analysis
	What action do you intend to take in respect of the current investigation?
	Click or tap here to enter text.
	What action do you intend to take in respect of the counter-allegation?
	Click or tap here to enter text.
	

	Signed: Add signature here.
	Date: Add date here.

	Name and job title: Add text here.

	Signed: Add signature here.
	Date: Add date here.

	Name of People Partner: Add name here.


Please ensure a copy of this form is retained on the investigation file(s).


[bookmark: _Toc104300929][bookmark: _Toc224823703]Appendix 8. Workplace Concern Resolution Form
	If you have not already done so please review the Workplace Concerns and Resolution Policy to see how this process works.
Please complete this form as fully as possible.
Your goals for resolution
The questions below give you an opportunity to consider the issues you want to raise in your workplace concern, and that you are seeking to resolve and how you think a successful resolution can be achieved.
There are no right and wrong answers. Please use the space to reflect the positive aspects of what you hope to achieve and be as open and honest as possible.
To optimise opportunity for informal resolution, you may submit this form to the manager that you initially raised your workplace concern to. However, should you or the manager feel it required, you may choose to submit the form to another appropriate manager (which may be in the next level of management, not previously involved). The receiving manager may then discuss the contents of your form with the People Experience team.
Please note the form will not be seen by anyone other than those required.
You should expect to be contacted about your request for resolution within five working days of the submission of this form.

	Your Name: Click here to enter name.

	If this request relates to a group of colleagues, all parties raising this concern must confirm they are party to the request by adding their name and signature below. There will need to be one nominated person who acts as the lead for this with clear permission of the other members of the group.

	Nominated Representative Name:
	Click here to enter name.
	Signature:
	Click here to add signature.
	Names of other people raising concern:
	Click here to add details.
	Signature:
	Click here to add name.




1. I / We have a concern, complaint or conflict with / about:
	Click or tap here to enter text. This box expands as you type.


2. In this matter I / we have reacted most strongly to:
(Note: This question is not about how you reacted in what you interpreted but the things that actually happened that caused the strongest reaction).
	Click or tap here to enter text. This box expands as you type.

3. When you tell your story of this issue to yourself / yourselves or others, what do you focus on most?
	Click or tap here to enter text. This box expands as you type.

4. Why do the things listed in 2 and 3 bother you?
	Click or tap here to enter text. This box expands as you type.

5. In what way do you see yourself / yourselves that you suspect the other person may not?
	Click or tap here to enter text. This box expands as you type.

6. What do you need to successfully resolve the issue (s) and why is it important to you?
	Click or tap here to enter text. This box expands as you type.

7. What will you do to make this possible for yourself / yourselves?
List only those things that do not require the other person’s actions or thinking to change.
	Click or tap here to enter text. This box expands as you type.



8. What are the potential blocks and barriers to achieving the above outcome?
	Click or tap here to enter text. This box expands as you type.

9. What actions are you willing to take to help overcome these blocks and barriers?
	Click or tap here to enter text. This box expands as you type.

10. Do you have anything else you wish to add?
	Click or tap here to enter text. This box expands as you type.

11. Please complete the table below unless you have provided the information already. Ensure you including how many occasions the concerns occurred. (Please specify dates).
	Occasions
	Dates

	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.
	Click or tap here to enter text.	Click or tap to enter a date.

12. What attempts have you already made to resolve the issue and when?
	Click or tap here to enter text. This box expands as you type.



13. What impact have the concerns raised had on you, others or the wider service / organisation.
	Click or tap here to enter text. This box expands as you type.

14. One of the recommendations following your form being reviewed, may be that you and the person(s) you are in conflict with have a facilitated conversation or mediation session. To prepare the person you are in conflict with, please summarise below what you would like to say to them to help them understand your concerns.
	Click or tap here to enter text. This box expands as you type.

Please attach any documents that are relevant to your request for resolution. Please list them below.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

By submitting this form, you are agreeing to engage in the workplace concern resolution process as outlined in the Resolution of Workplace Concerns Policy.
You will be contacted to discuss the most appropriate options available for you which may include: 
· If appropriate, a face-to-face meeting with the person you have an issue with referred to as informal resolution.
· A facilitated conversation (the facilitator will be an appropriately trained colleague) Mediation (the mediator may be an internal or external accredited mediator).
· A formal workplace concern resolution meeting. These meetings generally happen once we have exhausted all other options or where we believe the case would benefit from such a meeting. Typically, the formal resolution meeting is preceded by an investigation.


	Name:	Click or tap here to enter text.

	Signature:	Click or tap here to enter text.

	Date:	Click or tap to enter a date.
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