
Report is submitted by individual who has experienced or witnessed inappropriate behaviour
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Report with contact details

Report triage
Reports are triaged using a screening framework and risk 
assessment checklist (Monday to Friday, 9am to 4pm) and the most 
appropriate manager will be identified to respond to the report. 

This is to correctly understand the information that has been presented 
and ensure there is the appropriate level of response, that is timely, 
and is overseen by the correct manager within the organisation. 

This will enable a consistent approach to all reports and help 
identify where there is a high risk of harm and what level of 
support maybe required for the reporter, anyone involved in the 
report and the manager that has been identified to respond.

Report reviewed
The report is sent to the most appropriate manager to 
review and address the issues. An information pack will 
be provided to support the manager in responding to the 
report, with supporting information pack (e.g. Risk checklist, 
Mutual respect policy, respectful resolution toolkit etc)

Reportee contacted
Most appropriate manager to contact the reportee via preferred 
method of contact and arrange to have a discussion.  

Initial discussion
Most appropriate manager to have discussion with 
reportee to understand the report further. 

Case assessment
Is Case Assessment framework required?
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