Grievance Procedure
Introduction

The Grievance Procedure applies to all employees of <NAME OF THE ORGANISATION> ‑ it exists to ensure that grievance problems at work are solved as quickly and as fairly as possible. It is intended that employees should view the use of this procedure in a constructive light. 

The aim of the Grievance Procedure is to settle grievances fairly and it is intended to operate simply and rapidly. Every effort will be made to resolve the issue at the earliest possible stage, and at each stage efforts will be made in order to avoid proceeding to the next stage and to settle the issue amicably.

In the case of a grievance being taken out as a counter-grievance, or in response to the instigation of disciplinary action, cases will be heard in strict chronological order. Each procedure shall run sequentially - no procedure may begin until the previous one has been completed. If an employee has a problem with any other member of staff, and is unable to sort it out informally, the matter should be referred to his/her immediate supervisor/manager. If the problem remains unresolved and the employee wishes to invoke the grievance procedure, this is done against the line manager and not against the other employee.At each stage of the procedure, there will be at least one meeting to discuss the grievance. 

At each stage of the procedure an employee is entitled to be represented or accompanied by his or her union representative or by a work colleague of his/her choice. The date and time of (any) grievance hearing(s) shall be agreed between the employee, his/her representative and the representative of management and, where relevant, the person who is subject of the grievance.

It is not the aim of this procedure to deal with reasonable and justifiable managerial decisions which an employee may disagree with.
Purpose and Scope
This procedure is designed to provide all employees of <NAME OF THE ORGANISATION> with the opportunity to raise individual complaints and to air grievances.

Principles
· Any grievance raised shall be addressed properly as a matter of urgency.

· The periods given in this procedure for transition from one stage to the next, where it applies, are provided to ensure prompt decisions in the interests of both the individual and <NAME OF THE ORGANISATION>. An exception may be made to the time limits where it is mutually agreed.

· At all stages the employee will have the right to be accompanied by an employee representative or work colleague or a representative of a trade union of which they are a member.

The Procedure
Normally, a grievance should be raised within one month of the incident (or final incident) which gives rise to the complaint. In all cases and at all stages, the employee must detail the specific circumstance or circumstances which constitute the grievance, with dates, times, witnesses, etc as applicable.

The procedure has three stages as set out below. At each stage of the procedure formal records shall be kept, and the result of each stage shall be confirmed in writing. The employee is encouraged to keep his/her own records, and is entitled to record his/her disagreement as to the accuracy of the formal records or of the result.

At each stage of the Grievance Procedure the person or panel hearing the case shall undertake a full investigation and there shall be a hearing, to allow the employee to put his/her case, and the person with whom the grievance is against to put their case for defence. 

The stages of the procedure are as follows:
Stage 1
The individual shall first raise the grievance in writing with her/his line manager detailing the nature of the grievance and its basis. The line manager shall meet with the employee to discuss his/her grievance as soon as possible (and in any event within 7 days as far as is reasonably practicable).  The employee must take all reasonable steps to attend this meeting.

The line manager will communicate his/her response to the employee in writing and advise him/her of the right to appeal to the Chief Executive if not satisfied.

Stage 2
If the individual is not satisfied with the response, she/he may report the grievance in writing to the Chief Executive of <NAME OF THE ORGANISATION> within seven days.

The Chief Executive shall arrange to meet with the employee as soon as possible (and in any event within 7 days so far as is reasonably practicable) to discuss the grievance. The employee must take all reasonable steps to attend this meeting. The Chief Executive’s response will be confirmed to the employee in writing as soon as is reasonably practicable thereafter.

Stage 3
If the matter is not still resolved, the individual may report the grievance in writing to the Chair of <NAME OF THE ORGANISATION>’s Personnel Sub-Committee within seven days.

The Chair of the Personnel Sub-Committee (the employing authority) shall arrange a meeting with the employee within fourteen days to discuss the grievance and the employee must take all reasonable steps to attend this meeting.   The Chair of the Personnel Sub-Committee will confirm his/her response to the employee in writing as soon as is reasonably practicable thereafter. The decision of the Chair of the Personnel Sub-Committee will be final.

Informal Meetings
The procedural steps detailed above will not preclude any informal meetings which may from time to time be considered mutually to be appropriate.

Time Limits
The time limits expressed in this procedure will be regarded as the normal maximum time limits required. They may, however, be extended by mutual agreement. 

Status Quo
Any practice or agreement in existence prior to the initiation of the Grievance Procedure shall continue to operate pending a settlement or until the agreed procedure has been exhausted.

Review
This procedure may be reviewed and altered from time to time as appropriate and any changes agreed with employees.

Records

Records should be kept detailing the nature of the grievance raised, the employer’s response, any action taken and the reasons for it. These records should be kept confidential and retained in accordance with the Data Protection Act 1998 which requires the release of certain data to individuals on their request. 

Copies of any meeting records should be given to the individual concerned although in certain circumstances some information may be withheld, for example to protect a witness
