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Procedure for reporting Unacceptable Behaviour: Employee reporting Student

1. Purpose of the Procedure

1.1 This Procedure outlines the steps an employee may take where they have a report of Unacceptable Behaviour (as defined in the Dignity and Respect Policy) by a registered University of Manchester student and provides a framework for the University to follow where such reports are raised.

2. Scope of the Procedure
2.1 The Procedure applies to University employees as defined in the Dignity and Respect Policy.  It does not form part of any contract of employment or contract to provide services and we may amend it at any time. 
2.2 The Procedure applies to reports of Unacceptable Behaviour raised by an employee in relation to a registered University of Manchester student. 
2.3 If you want to raise a report about an employee, please refer to the “Procedure for reporting Unacceptable Behaviour: Employee reporting Employee”. 
2.4 Third party harassment has no place at the University , therefore where you have concerns of Unacceptable Behaviour about someone other than an employee or student (such as a customer, supplier or visitor), you should, in the first instance, report your concerns via Report & Support, your line manager or a member of the People Directorate  or Equality, Diversity and Inclusion Directorate (EDI).  We will consider what action may be appropriate in the circumstances to address your concerns and protect you and anyone involved, and we will engage with you about this. 
2.5 Colleagues who have left the University should raise any reports of Unacceptable Behaviour via Report and Support.  We encourage colleagues who have left, who wish to raise concerns, to do so at the earliest possible opportunity, and within three months of leaving the University. We will consider what action may be appropriate in the circumstances to address your concerns.  We understand there may be occasions where it is not possible to raise a report within this timeframe, and we take a trauma-informed approach to consideration of reports outside of this timescale. 
3. Sexual Misconduct and Sexual and Gender-Based Violence
3.1 Sexual misconduct has no place in the University community. Every member of our community is expected to uphold a culture of dignity and respect, and an environment free from sexual misconduct and Sexual and Gender-Based violence.  The University has implemented Sexual Harassment training which can be accessed here.  
3.2 We recognise the significant impact of all experiences of sexual misconduct and Sexual and Gender- Based violence and it is most important that you feel supported. The following support is available at the University: 
· Report and Support Platform (including speaking to a Harassment Advisor)
· Employee Assistance Programme 
· Counselling Services  
· Speaking to a member of the People Directorate, EDI Directorate or your line manager
· Speaking to a University recognised Trade Union
3.3 Outside the University, external specialist organisations that can offer support and guidance can be found here: External Sexual Misconduct Support.  
Reporting Sexual Misconduct &Sexual and Gender–Based Violence 
3.4 You have control of what action you take (including no action), and you do not have to make a decision immediately.  It is important that you take the time and support necessary to make the right decision for you.  
3.5 If you do decide to make a formal report, you should complete an Formal Resolution Request Form. The report will be investigated sensitively and promptly in line with Student Sexual Misconduct Procedure.

3.6 A trauma-informed approach to any investigation process will be taken to prioritise your safety and well-being.  More information regarding a trauma-informed approach is available here.

4. Support available if you have experienced Unacceptable Behaviour

4.1 We recognise that it can take a great deal of courage to come forward if you have experienced Unacceptable Behaviour. We will always take allegations of Unacceptable Behaviour seriously and take appropriate action as quickly as possible to prevent any Unacceptable Behaviour we identify and seek resolutions that prioritise accountability, repair harm, and where possible restore relationships. 
4.2 You are encouraged to seek impartial advice and support as early as you feel able.  You can seek support without making any kind of informal/formal report.   We encourage employees to seek advice and guidance and/or raise their reports of Unacceptable Behaviour at the earliest possible opportunity, as this enables the University to take swift action to consider the issues, prevent further incidents and implement appropriate support. Whenever possible, we advocate prioritising restorative (informal?) approaches to resolve concerns and support positive relationships. 
4.3  There are a variety of mechanisms available to discuss the options which may be open   to you: 

· Speaking with your line manager. 
· Accessing the Report and Support platform - you will then be put in contact with a Dignity and Respect Advisor
· Contacting a member of the People Directorate or EDI Directorate.
· Seeking advice from a University linked Trade Union.
· Seeking guidance or support through one of the University’s Staff Networks.   
4.4 By initially discussing the concern via the forums above you will not initiate a formal process under this Procedure (section 7 below identifies how you may do that).
4.5 You can also use the self-reflection tools before, during or after you have sought advice and support. The self-reflection tools are there to help you consider whether the behaviours you have experienced could be considered as bullying and/or harassing in nature, as well as exploring what outcome you want to achieve.
4.6 If you feel you have or are experiencing any forms of Unacceptable Behaviour, it is advisable that you make a note of the details and dates of any incidents that have caused you concern.  The following information would be relevant to include:  
· The date, time and location of the incident. 
· The nature of the incident and what specifically you deemed to have been Unacceptable Behaviour.  
· Any specific responses/discussions that occurred during the incident.  
· Any relevant emails/posts on social media or any other relevant correspondence (including pictures/videos or written messages). 
· Names/contact details of any witnesses.  
· Any immediate action you were able to take. 
5. Raising concerns anonymously
5.1 The University is committed to creating an environment where employees feel able, and supported, to raise reports of Unacceptable Behaviour without having to do so anonymously. 
5.2 We recognise that sometimes people may wish to remain anonymous. If you do wish to raise concerns of Unacceptable Behaviour anonymously, then you may do so via Report and Support platform. 

5.3 Anonymous reports allow us to get an understanding of the prevalence of issues within our community. We use anonymous reports to identify broad trends or patterns of behaviour which can be addressed, for example, identifying training needs in a particular area.

5.4 It is important to understand, that if you choose to report anonymously, we will not be able to contact you and offer you any advice or support.  The reporting system is truly anonymous, so we do not receive any details about who is submitting the report. 

5.5 We may also be very limited in terms of the action we can take depending on the details of the report. For example, if an anonymous report contains very few details we may be unable to take any further action. 

6. Informal resolution
6.1 The University understands that addressing Unacceptable Behaviour can be challenging. We encourage using informal and restorative approaches as a constructive way to address concerns and restore relationships and move forward positively. 


6.2 If it is appropriate and you feel able, consideration should be given to resolve the concern as soon as possible via a restorative and informal resolution solution unless it is inappropriate to do so, (for example, serious allegations of sexual misconduct). 

6.3 The University has a duty of care to protect all members of our community. We may, where appropriate and based on the situation, investigate independently of your involvement.

6.4 If you do decide to follow an informal resolution approach by taking personal action:   
· it is advisable to note down factual information about the discussion that takes place and any agreed outcomes; and 
· you should keep copies of relevant pieces of written or email correspondence during the informal resolution process.  
6.5 Prior to attempting informal resolution, we strongly encourage you to seek appropriate advice and guidance from a member of the Employee Relations team or Report and Support or a member of the Trade Union to discuss and explore the informal resolution options that may be appropriate to address the concern(s) that you have.  Suitable informal resolution options will be discussed with you but could include: 
· An agreed appropriate employee addressing your concerns with the responding student.
· Having a supported or facilitated restorative conversation with the responding student.
· Talking about it with the responding student and seek ways to resolve concern.
· Exploring available support options which can be discussed with a Dignity and Respect Advisor via Report and Support. 

7. Formal resolution 
7.1 If you feel that your concern (s) cannot be resolved informally, or you have tried this route and you feel that your concern(s) have not been appropriately addressed, you can submit a formal resolution request to the University. 

7.2 We encourage employees who wish to raise a formal resolution request to do so at the earliest possible opportunity, and within three months of the issue that has led to the report. We understand there may be occasions where it is not possible to raise a report within this timeframe, and we take a trauma-informed approach to consideration of reports outside of this timescale. 
How to make a formal resolution request 
7.3 If you wish to make a formal report, you should visit  ER website, and complete an  Formal Resolution Request Form . Once the form is submitted it will be acknowledged by the Employee Relations Team who will contact you as per the process below.  They can also be contacted via email: employeerelations@manchester.ac.uk .  
Initial Assessment
7.4 Following receipt of a formal resolution request form an initial assessment will be conducted by the Employee Relations Team and Advice and Response to determine where within the University the case will be most appropriately investigated and handled from the responding student perspective (see section 7.7). 
7.5 The initial assessment will consider relevant factors, such as:  

· The nature of the allegations and their reported impact; 
· Any risks to those involved, including the reporting and responding party and others;  
· Whether there is any known Police (or other external agency) involvement; 
· Whether the allegations raised relate clearly to protected speech/expression and/or academic freedom (Policy on Freedom of Speech and Academic Freedom and Code of Practice on Freedom of Speech) . 
· Any steps that have been taken to address the behaviours;  
· Whether the allegations require a formal investigation.  
 
7.6 The potential outcomes of the initial assessment process include (but are not limited to) one or more of the following:  
 
· Identifying the most appropriate case-handling area within the University (see section 7.7). 
· A recommendation that, as an initial next step, informal restorative resolution (see section 6 above) is explored or explored further.  
· A decision to commence an investigation into the report under this Procedure (see section 10 below).   
· A referral of some or all of the issues raised in the report to an alternative more applicable University procedure (for example, the sexual misconduct procedure or the procedures on Fitness to Practise or Support to Study). 
· Engaging with you about the potential to report to the Police and/or another relevant external agency   
·  For reasons related to Freedom of Speech/Academic Freedom (see above) a decision to take no further action.

7.7 Case handling areas may include but are not limited to: 
· Advice and Response 
· School 
· Faculty  
· Division of Residential and Sport Services 

7.8 You will be informed of the outcome of the initial assessment process, normally within 10 working days of the formal resolution request form being received. 

7.9 It may be necessary or appropriate for the University to pause consideration or the investigation of a report in circumstances where the Police (or another relevant external agency) are carrying out an investigation or other formal/legal process. In such cases, the University will normally be limited to implementing any appropriate precautionary measures and ensuring access to relevant support until the conclusion of the external process.
7.10 Where a report is raised on behalf of or about more than one person, or a group, 
appropriate adjustments may be made to the procedure below to enable an appropriate 
investigation and response. 

Assessment of reports related to the impact of an individual’s expression of their religion or Protected Belief 

7.11  If a report of Unacceptable Behaviour arises due to the impact of someone's expression of their religion or protected belief the University will assess whether the report is justifiable in the specific circumstances. This assessment will consider: 

•		Behavioural expectations (see section 4 of the Dignity and Respect Policy)
•		Content and extent of the expression
•		Circumstances/situation in which the expression occurred
•	Nature of the University and academic environment (see section 1.5 of the Dignity and Respect Policy)
•		Tone/language used
•	The individual’s understanding of the likely audience and potential impact of the expression
•		Impact (including extent and nature) of the expression on the reporting party
•	Potential impact of limiting the expression and upholding a report of Unacceptable Behaviour

Precautionary measures
7.12 The University recognises the need to safeguard all individuals involved in a report of Unacceptable Behaviour as, as well as the wider University community, and the impact that raising a report or being the subject of one can have on those involved. Therefore, it may be necessary to implement precautionary measures to mitigate any risks to you, the responding student and others. Precautionary action will be determined by Advice and Response in consultation with Employee Relations Team (and others, where appropriate).      
7.13 The following precautionary measures may be implemented at any stage of the process and pending the conclusion of the case (including the right to appeal and subsequent formal action). Precautionary measure(s) will be kept under regular review to ensure they remain appropriate and proportionate.  Precautionary measures may include: 
· Implementing conditions/restrictions to minimise or remove contact. This may include making temporary adjustments to working arrangements or the responding student’s study arrangements or prohibiting the responding student from attending certain places or locations within the University or other relevant measures. 
· A recommendation that you and/or the responding student engage with specialist services (such as Occupational Health/Counselling and Mental Health service/wellbeing advisors) for appropriate support during the investigation process.  
· Where necessary, and having first considered potential alternative options, as a precautionary measure, recommending that the responding student is suspended under the Suspension Procedure pending consideration of the report under this procedure and any subsequent disciplinary action. Precautionary suspension is a neutral act and does not imply that the person suspended has done anything wrong.     

Investigation stage
7.14 We will investigate reports in a timely, respectful and confidential manner.
7.15 An impartial investigator(s) will be appointed by the relevant student case handling 
area (which will be determined in the initial assessment process as per Section 7.5) to investigate the report (‘the Investigator’). In some circumstances it may be an externally contracted investigator acting on behalf of the University. The investigation will be conducted with support from a member of the Employee Relations Team and a member of the relevant student case handling area overall (‘the Investigating Team’). 

7.16 The nature, scope and approach to the investigation will be determined by the Investigating Team having regard to factors including the type, complexity and sensitivity of the issues raised in the report, and the relevant evidence. 
7.17 The investigation process will be conducted within a reasonable timescale which may be affected by factors such as availability of the parties and witnesses, and the type/ complexity /sensitivity of the report.  Both parties will be informed of the anticipated timescales, and updated as appropriate if those timescales change. 
7.18 The Investigating Team will normally meet with you and the responding student (separately). Appropriate details in relation to the report will be shared for the purposes of seeking relevant information and evidence (see the section on confidentiality and data protection in the Dignity and Respect Policy). Investigation meetings may also be held with relevant witnesses. 
7.19 You are entitled to be accompanied by a University work colleague or trade union representative to an investigation meeting.   
7.20 The responding student is entitled to be accompanied to an investigation meeting by a fellow UoM student, a Students’ Union officer or an employee of the University.  
7.21 A record will be taken of all investigation meetings and retained in line with the University’s data retention periods.  
7.22 If, following these meetings, any further points emerge which require a response from either party or others, the Investigator will seek a response (and, where necessary, meet with those individuals).  
7.23 The Investigator will prepare a report identifying their findings and any recommendations in relation to the allegations raised in the report.   Findings will be made on the balance of probabilities (i.e. does the evidence indicate that the allegations are more likely to have happened than not). 
Outcome of the investigation stage 
7.24 The Investigator will determine if the report is upheld (and, if so, whether in full or part), setting out their view on whether a breach of the Dignity and Respect Policy has occurred.  The potential outcomes include: 
· The report is upheld (whether in full or part), and restorative action is required to help restore relationships, repair harm and move forward positively.  
· The report is upheld (whether in full or part), with a referral to the appropriate Student Disciplinary Procedure under Regulation XVII, Conduct and Discipline of Students; 
· The report is not upheld, and no further action is necessary.  
· The report is not upheld, but restorative action is required to help restore relationships, repair harm and move forward positively 
· The report is not upheld and there is evidence that the complaint is vexatious or malicious, potentially a referral to the formal disciplinary procedure could be recommended.  

7.24 Restorative action may include consideration of the following, although this is not an exhaustive list:  
· Facilitation of a conciliation meeting between the parties 
· Communicating expectations of acceptable standards and behaviours, and the consequences of failure to improve to the responding student.
· Supported restorative conversation with both parties to work towards repairing the relationship, repair harm and move forward positively.
· Appropriate training to support acceptable behaviours.   
· The continuation or implementation of precautionary measures to manage contact between parties.  

7.25 Where restorative actions have been recommended it is the responsibility of the Investigator to assign appropriate “owners” to facilitate the actions being appropriately implemented.  The ER team will maintain a central record of the recommendations made by investigators and appeal panels including whether or not they have been accepted. The ER team will undertake annual sample testing to confirm that agreed actions have been implemented in a timely fashion. Findings will be reported to the People Committee as part of the team’s annual report.  
7.26 A copy of the investigation report prepared by the Investigator will be issued to the reporting employee and responding employee and both parties will be offered a meeting to discuss the investigation report.    
8. Right to appeal 
8.1 If you have raised a formal report and are dissatisfied with the outcome of the investigation, you have the right to appeal on the following grounds: 

· The outcome was unreasonable on the basis of the available information and evidence;
· There was a significant procedural irregularity in the investigation process which is likely to have materially affected the outcome; and/or 
· Significant new evidence, not available at the time, has become available and is likely to have materially affected the outcome.

8.2 An appeal should be submitted to the Director of Employee Relations & Policy(ERAppeals@manchester.ac.uk) within 10 working days of the outcome of the formal procedure being confirmed in writing.    You should identify which ground(s) of appeal are relied on and provide any relevant supporting evidence.  
8.3 The outcome(s) recommended by the Investigator may be paused until the review stage has concluded.   
8.4 Following receipt of an appeal, the Director of Employee Relations & Policy (or their nominated delegate) will review the appeal to determine whether it discloses appropriate grounds for appeal. If the appeal does not disclose appropriate grounds, you will be informed, and no further action will be taken in connection with the appeal. 
8.5 A member of the Employee Relations Team will inform the appropriate student case handling team that an appeal has been raised against the outcome of the formal procedure who will inform the responding student.    
8.6 The appeal will not be a re-hearing of the original complaint but rather an opportunity for you to explain to an appeal panel, with the authority to make an alternative decision, your grounds of appeal. 
8.7 An appeal panel will be arranged by the Head of the Employee Relations Team (or their delegate) to hear the appeal. The appeal panel will consist of three senior managers (Grade 8 or above) with no prior involvement in the issues under consideration and should include a manager from the Directorate of Student Experience. One of the three senior managers will chair the appeal panel in line with Appendix 1. 
8.8 Depending on the nature of the grounds of appeal further evidence may be sought from you, the responding student, relevant witnesses and/or others.
8.9 You will be provided with an opportunity to attend a hearing with the appeal panel and will be provided with at least 10 working days’ notice of the hearing and a copy of the documentation to be considered by the appeal panel. 
8.10 The appeal panel has the discretion to determine the procedure to be followed in preparation for, and during, the appeal hearing including consideration as to whether witnesses or the responding student should be asked to attend the hearing or provide an additional statement to the appeal panel.  The Investigator will normally be required to attend the appeal hearing.
8.11 Any employee who is invited to attend the appeal hearing is entitled to be accompanied by a University work colleague or trade union representative.  
8.12 A member of the People Directorate will attend the hearing to support and advise the appeal panel.  A record will be taken and retained in line with the University’s data retention periods. 
8.12 The appeal panel has the power to uphold or reject the appeal (whether in whole or in part) and may amend the outcome and any recommendations from the investigation stage. 
8.13 The decision of the appeal panel will be notified to you in writing normally within 10 working days of the appeal hearing.  If it is not possible for the outcome to be confirmed within this period, you will be informed.  
8.14 The responding student will also be informed of the outcome of the appeal.
8.15 The decision made by the appeal panel is considered final. There are no further options to appeal or challenge the outcome through this or any other University procedure (such as the grievance procedure). We encourage employees, if they are impacted by the final outcome of the appeal, to seek support via the appropriate University services if they require additional support.  
9. Support
9.1 We are committed to providing support to all employees and students affected by a report of Unacceptable Behaviour, including the reporting employee and responding student and any witnesses or others affected by the issues. 
9.2 Being the subject of a report of Unacceptable Behaviour can be a difficult and upsetting experience. Where such concerns are raised directly as part of one of the informal avenues identified in this Procedure, we encourage all parties to be sensitive to the situation and be willing to listen, reflect and act calmly.
9.3 The following support options and services are available to employees:
· Accessing our Staff Wellbeing pages which include details of the various support available, including the Employee Assistance Programme
· Contacting a member of the People and OD , EDI  or your speaking with your line manager for a discussion around support 
· Accessing the Report and Support  platform 
· Seeking support from a University linked Trade Union 
· Seeking support on a confidential basis through one of the University’s Staff Networks   

9.4 The following support options and services are available to the responding student: 
· The Student Support website contains lots of support information
· A member of student support staff at your student hub  
· Report and Support - You will then be put in contact with an Advice and Response caseworker
· The Students’ Union Advice Service

10. Interaction with other procedures/counter reports 
10.1 Where a formal report is submitted as a “counter report” it will be reviewed in line with the initial assessment process described in Section 7.  It may be determined that it is necessary or appropriate to pause consideration or the investigation of such a report until after resolution of the initial complaint, or alternatively, the report may be considered through the same investigation as the initial complaint.   
10.2 If the counter report is considered through the same investigation as the initial report that reporting party will have the right to review in line with the student's right to review process. 
10.3 Where a formal report is submitted under this Procedure whilst an alternative University procedure is ongoing (e.g. Disciplinary, Capability, Research Misconduct) it may be necessary or appropriate at the discretion of the Employee Relations Team under the triage process: 
· to pause consideration or investigation of the report whilst the investigation or resolution of the alternative procedure is completed, or;
· to request that the alternative procedure be paused whilst the report  under this procedure is investigated, or
· to investigate the report under this procedure in parallel with the alternative formal procedure. 
10.4 This Procedure should not be used to raise complaints in relation to outcomes reached under alternative University procedures (e.g. Capability, Disciplinary, Research Misconduct procedure). Any such representations should be raised within and part of those proceedings and managed through a single process.







Appendix 1: Responsible Officers 
 


	Status/grade of Reporting Employee 
	Investigating Manager
	Chair of Appeal Panel 

	1 – 8 


	  Grade 7,8 & 9  
	Director of People (or delegated representative) 


	9 
	Grade 9 
	Registrar, Secretary & Chief Operating Officer (or delegated representative)



	Directors 
	Registrar, Secretary & Chief Operating Officer (or delegated representative)

	President & Vice Chancellor (or delegated representative)



	Deans/VPs 
	President & Vice Chancellor (or delegated representative)

	A member of the Board of Governors 


	Registrar, Secretary & Chief Operating Officer 
	President & Vice Chancellor (or delegated representative)

	A member of the Board of Governors 


	President & Vice Chancellor 
	A member of the Board of Governors 
	Chair of the Board of Governors (with the panel consisting of two other members of the Board of Governors) 
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