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Grievance Procedure

1. Scope and Purpose 

In any organisation members of staff will from time to time have concerns regarding their work, working relationships or the working environment. Mostly such concerns are resolved informally through discussions within their management. If however a member of staff considers that his or her concerns have not been addressed adequately s/he may raise a formal grievance under the following procedure. The procedure aims to ensure that where a problem is identified it is examined quickly. This procedure applies to all members of staff

2. Definitions 

2.1 In this procedure "complainant" refers to the member of staff with a grievance. The term "parties" refers to the complainant and the person against whom the complaint is brought.

3. Application and general principles

3.1 The following procedure applies to grievances by individual members of staff concerning their employment. In circumstances where a grievance applies to more than one staff member and where a trade union is involved, it may be appropriate for the matter to be dealt with through a collective grievance raised by the union (with the consent of the staff) using this procedure.

3.2 This policy will be applied without any distinction as to sex or gender, age, sexual orientation, marital or parental status or other family circumstance, race, ethnic or national origin, colour, creed, disability, political belief, membership of or activities as part of a trade union, or social or economic status.
3.3 At every stage of this procedure a member of staff may be accompanied by a trade union representative or a work colleague. If, at any stage of the procedure, the complainant is invited to a meeting on a date when his/her chosen companion is not available, the complainant may request a postponement but must propose a suitable alternative date which is reasonable and which is within 7 calendar days of the original date.

3.4 The time limits within the procedure are designed to ensure that grievances are addressed promptly but may be amended in exceptional circumstances by agreement of both parties. This procedure will be followed in the strictest confidence throughout.

3.5 Any concerns that a member of staff has regarding disciplinary action being taken against her or him should be raised as part of his/her response to the disciplinary action and will be considered within that procedure. Any grievance raised by a member of staff who is already subject to a disciplinary process (and which does not relate to it) will be heard on completion of the disciplinary procedure.

4. Stage I - Informal Procedure

4.1 An individual member of staff with a grievance should bring his/her concerns to the attention of her/his lineManager in the first instance. If the individual feels it would be inappropriate to raise the grievance with his/her immediate manager as it is related to the behaviour of the immediate line manager, s/he should raise the matter informally with a Trustee. 
4.2 The aim at the informal stage is to enable the resolution of the matter on an informal basis. No formal record will be kept on a personal file, although a note may be kept by the person with whom the grievance has been raised. Once information about the nature of the grievance is clear, the person consulted may seek a confidential interview with the person against whom the grievance is being made, having first obtained the permission of the complainant. If appropriate, a meeting of both parties will be arranged with the aim of facilitating a discussion and reaching a resolution. Any Manager wishing advice about the appropriate response to a grievance should contact a Trustee.
4.3 If a solution acceptable to the parties cannot be found, the complainant may consider pursuing the formal procedure but a formal grievance should be raised only when the matter cannot be satisfactorily resolved through the informal stage.

5 Stage II - Formal Procedure

5.1. If the matter cannot be resolved informally the member of staff may request that the grievance be heard by a panel appointed by the Trustees. The formal grievance should be addressed in writing to the Trustees, explaining the matter of concern, why attempts to resolve it have proved unsuccessful, providing evidence where appropriate. A member of the Trustees will acknowledge receipt of the grievance within five working days and provide the individual with a copy of the formal procedure. The grievance and any supporting papers will be forwarded to the person complained against and s/he will be asked to formally respond to the grievance in writing, usually within five working days or within a period specified by the Trustee, depending on the nature of the complaint.

5.2. The panel will comprise Trustees / Managers, who are not known to the complainant or the respondent and who are not aware of the case in question. The membership of the panel will, wherever possible, reflect a sex and ethnicity balance. The members of the panel will not be from the department of either party. The complainant and the person complained against will be notified of the proposed membership of the panel in advance of the hearing. Any objections to the panel make up should be raised immediately with the Trustees. The panel will normally meet within one month of being appointed and should receive written submissions from both parties no later than 7 calendar days before the hearing.

5.3 The parties will receive the decision of the panel in writing via the Trustee. This will confirm whether the grievance was upheld and explain the reasons for the decision and, where appropriate, confirmation of any action proposed to resolve the matter.

PANEL PROCEDURE

6 NOTICE

6.1 The complainant and the person against whom the grievance has been made must be given a minimum of 7 calendar days' notice of the time, date and place of the hearing. The parties will be reminded of the confidential nature of the proceedings and will be asked not to discuss the issue other than with their representative.

6.2 All information submitted to the panel prior to the hearing must be in writing and shall be provided to all parties involved in the hearing not less than 7 calendar days before the date of the hearing. Written information not provided to the panel in advance of the hearing will not usually be admitted.

6.3 The Notice of the hearing shall include a copy of these rules.

7 HEARING

7.1 The Chair will ensure equal treatment of the individuals concerned and that all parties have received copies of all relevant papers. The Chair will ensure that the panel considers all aspects of the grievance. The panel may seek further clarification of the written submissions from whomsoever they feel appropriate.

7.2 The complainant and person against whom the complaint is made shall attend throughout the hearing and may call witnesses. The names of witness shall be identified in writing to the Trustees no less than 7 calendar days prior to the hearing. The Trustees will subsequently invite the witnesses to attend the hearing. The panel shall be empowered to call any person it considers appropriate before it, to clarify evidence. Witnesses who are required to attend meetings under this procedure at times other than their normal working hours will be paid overtime or given time off in lieu.

7.3 The order of the hearing will be as follows:

· The complainant (or his/her representative) shall put the case in the presence of the other parties. 

· The person against whom the grievance has been made (or his/her representative) shall have the opportunity to ask questions of the complainant and any witnesses. 

· The panel shall have the opportunity to ask questions of the complainant and any witnesses. 

· The person against whom the grievance has been made shall respond to the grievance in the presence of the complainant (and her/his representative). 

· The complainant (or her/his representative) shall have the opportunity to ask questions of the person against whom the grievance lies and any witnesses called. 

· The panel shall have the opportunity to ask questions of the person against whom the grievance has been made and any witnesses. 

· The person against whom the grievance has been made (or his/her representative) shall have the opportunity to sum up their cases followed by the complainant (or his/her representative). 

DECISION

8.1 The complainant and respondent (and their representatives) shall withdraw and the panel, shall deliberate in private. The secretary shall record the decision. 

8.2 Upon completion of its deliberations the panel shall notify its decision in a report to the  Chairman of the Trustees within five working days of the panel meeting. The report will include whether the grievance was upheld, the reasons for the decision and any proposals the panel may deem appropriate for the redress of the grievance. The Chairman of the Trustees  will then inform the parties and where appropriate forward the report to the relevant senior manager for action. The complainant will be informed of his/her right to appeal against the decision.

9 APPEAL

9.1 A member of staff wishing to appeal against the outcome of a formal Grievance Hearing should submit notice of appeal to the Chairman of the Trustees  in writing within five working days of receipt of the written confirmation of the grievance outcome, stating the grounds of appeal.

9.2 An Appeal Hearing is not designed to re-hear the case afresh but to examine the grounds of appeal. The appellant must be specific about the grounds of the appeal and these will effectively form the agenda for the Appeal Hearing. Appeals will be raised on one of the following grounds:

· the procedure - a failure to follow procedure had a material effect on the outcome 

· the decision - the evidence did not support the conclusion reached 

· any proposed action - was inappropriate given the circumstances of the case 

· new evidence - which has genuinely come to light since the first hearing. 

Arrangements will be made for appeals against grievance outcomes to be heard as soon as reasonably practicable.

9.3 The appellant will be notified as soon as possible of the time, date and place of the appeal hearing. The appellant will be advised that s/he may be accompanied by his/her trade union representative or workplace colleague.

9.4 The Appeal will be heard by a panel comprising thre members of staff/Trustees who have not previously been involved in the case. 
9.5 The result of the appeal will normally be notified to the appellant by the Chairman of the Trustees, within one working day of the Hearing.

9.6 The decision of the Appeal Panel is final.
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