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HDB(1)

 


Strictly Private and Confidential 

UNITE HDB(1) REPORT FORM FOR SHOP STEWARDS, UNION REPS AND OFFICERS TO REPORT CASES OF HARASSMENT, DISCRIMINATION AND BULLYING IMMEDIATELY

Please use the attached checklist and Unite support form when you interview the member.
1.
This is to report that I have been approached about a case of:

Harassment 
Discrimination 
Bullying 



Employer



Branch


2.
The case is related to:

Sex         Race        Disability         Sexual Orientation          Age         Trans+      

Religion or Belief/non-Religion or Belief



  

Other (please give details) 


 
3. I have been approached by:


The complainant 
The alleged harasser/bully 
 
 
Other (please give details) 


4. The complainant involved is:
a  Member
Non-Member


The alleged harasser/bully is:
a  Member
Non-Member
5.
The date of the alleged harassment, discrimination or bullying was:
 
6.
Action taken including details of grievance taken through employer’s grievance procedure
7.
Would you need Listening Support? 



Yes

No


(If yes, please refer the member to the Regional Women’s and Equalities Organiser)
8. Proposed future action:
MEMBER’S DECLARATION

I confirm that I have been advised that a 3-month time limit (less one day) applies in a claim to the tribunal and that it is my responsibility to ensure the tribunal time limits are respected (6 months in the Republic of Ireland). I have also been advised that in the United Kingdom it is necessary to raise a grievance through the employer’s grievance procedure before entering a claim to a Tribunal.
Signed:


 (member) Date:

 

SIGNED: ____________________________________________________ (Unite Rep/officer)
NAME:


TELEPHONE/MOBILE:


EMAIL: 


ADDRESS:


Please now send a copy of this form to:

1.
Your local Unite officer

2. 
National Officers for Equalities

Unite Equalities, 128 Theobalds Road, London WC1X 8TN 
3.   
Your Regional Women’s and Equalities Officers
North West 
0161 848 0909
North East Yorkshire
and Humberside 
0113 236 4830

West Midlands 
0121 553 6051

East Midlands

         0116 253 2020
South West 
0117 923 0555

South East 
01753 313 820
London and Eastern 
020 8800 4281
Ireland 
Belfast   028 90 232 381



Dublin    00353 (0)1873 4577

Scotland 
0141 404 5424

Wales 
02920 394 521

Please also refer to
“Unite Guidelines for Dealing with Harassment, Discrimination and Bullying”

	UNITE HDB (1) CHECKLIST FOR

INTERVIEWING MEMBER COMPLAINING OF HARASSMENT AND BULLYING



	
	
	√

	1
	Ensure a sympathetic approach.
	

	2
	Recognise the importance of listening support by contacting your Regional Women’s and Equalities Officer.
	

	3
	Confirm the confidentiality of the interview.
	

	4
	Confirm no action will be taken without the member’s consent.
	

	5
	Make notes of the incidents and dates of your own records.
	

	6
	Explain there are legal procedures to harassment or bullying, including the need to first raise a grievance, and a three month time limit from the date of the incident to lodge a case in Britain and Northern Ireland (6 months in The Republic of Ireland).
Ask the member to sign the Unite HDB(1) Form declaration.

Send HDB(1) to your Officer, Regional Women’s and Equalities Officer and National Officers for Equalities. 
	

	7
	Agree the way forward – one or more of the following:
· No action to be taken

· Informal approach by the union

· Formal grievance to be raised

· Legal application to be lodged

· Member to report incident to police
	

	8
	Confirm the union’s support for members taking up cases of harassment or bullying and that they should be accompanied by a Unite representative in any investigation or hearings set up.
	

	9
	Explain the union may be requested to provide representation for the alleged harasser/bully (if a Unite member) in a disciplinary hearing.
Confirm the absolute confidentiality which applies and that the complainant will not be accompanied by a union representative of a lower rank.
Explain the union will not defend harassment or bullying but will ensure fair treatment in disciplinary procedures.
	

	10.
	Remind member to keep full notes of dates, time and places of any incidents relating to the harassment, discrimination or bullying.
	

	11
	Reassure the member that Unite recognises the distress caused by harassment, discrimination or bullying and that you will ensure next steps cause the least additional stress.
	

	12
	Check you have:

· agreed the next steps with the member

· completed Unite HDB(1) form and sent off copies
· contacted the Regional Women’s and Equalities Officer if the members require Listening Support 
	


UNITE SUPPORT FORM

	Member’s name

	Details of Harassment, Discrimination and Bullying

	
	

	Date
	

	
	

	HDB(1) Form Completed
	Assistance and Support Offered to Member

	Yes/No


	

	Copies of HDB(1) form sent off
	

	Yes/No


	

	Name of alleged harasser/bully
	

	
	

	Effects felt by member
	Action taken, if any

	
	Listening Support offered to member?

Yes/No



	Result

	


