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1 Introduction 

1.1 Anybody working within an organisation may at some point have a problem or difficulty relating to their employment that affects their well-being and ability to do their job effectively and in such a situation individuals have a right to express it.  The purpose of this grievance procedure is to ensure that any grievance arising during the course of employment can be aired and, where possible, resolved simply, quickly and to the satisfaction of all concerned.
1.2 This procedure should be used to resolve any disputes and grievances staff wish to raise concerning other employees, work, the organisation or other matters relating to employment. 

1.3 Where the matter constitutes an appeal against a disciplinary decision action should be taken up in accordance with the separate disciplinary appeals procedure. 

1.4 Salaries are not covered by the grievance procedure.
1.5 This procedure may also be used to settle serious disputes involving volunteers or trustees and for the settlement of serious workplace disputes between employees. 
1.6 This procedure should be read in conjunction with [Organisation name] Disciplinary procedure and Harassment policy.
2 Principles 
2.1 The policy of [Organisation Name] is to take all grievances raised by employees seriously and to try to resolve them as promptly and fairly as possible.
2.2 The Employment Rights Act 1996 requires that an employer provides their employees with details of a grievance procedure. This must specify the person whom an employee should approach on a matter of grievance.  In the case of [Organisation Name] this is [NAME OF PERSON] – CONTACT DETAILS
2.3 The employee will be given a fair hearing by a specified manager concerning any grievances they may have. 

2.4 The employee will not be treated unfairly because they have raised a grievance against a senior employee or a trustee, or have asserted a statutory right and will not prejudice the aggrieved employee's current employment or future career prospects.
2.5 The Grievance procedure will be carried out in confidence, unless otherwise agreed with the parties involved.  However, as some grievances may be of a sensitive or controversial nature a balance must be drawn between the need to preserve this confidentiality and the need for informed discussion on the issues which are raised.
3 Procedure 
3.1 Unless there is good reason for not doing so, a grievance matter should generally be raised within one month of the incident to which it refers.

Stage one - Informal / Verbal Grievance
3.2 If your grievance concerns another employee you should, if possible, first discuss and try to resolve the issue with that person.  If it concerns the organisation, you should, if possible, first discuss and try to resolve it with your line manager.  The manager should acknowledge the grievance within five working days, investigate and report back to the employee as soon as practicable.  
Stage two - Formal / Written Grievance
3.3 If this does not resolve the matter, or if the matter involves your employment rather than another employee, you should refer it to your line manager.
3.4 If the matter concerns your line manager, you should refer it to his/her manager, or to the Chairman of [Organisation name] if the grievance is against the Chief Officer or a trustee. This can be done orally or in writing, but you should provide a written report of the incident including any relevant details (e.g.: witnesses).

3.5 The person to whom you refer the grievance will consult with the Chief Officer and/or Chairman [Organisation Name] and decide who is the best person(s) to deal with the grievance. 
Meeting Procedure
3.6 The manager will then invite the employee to a meeting as soon as practicable ideally within five working days, in private and where there will not be interruptions. They will inform the employee that they have the right to be accompanied either by a work colleague or a trade union official.  If the employee’s companion cannot attend on a proposed date, the employee can suggest another date so long as it is reasonable and is not more than five working days after the date originally proposed by the employer.
3.7 The following considerations should be taken into account in planning the meeting:
· Arranging for someone who is not involved in the case to take a note of the meeting and to act as a witness to what was said.
· Identify whether similar grievances have been raised before, how they have been resolved, and any follow-up action that has been necessary. This allows consistency of treatment.
· Where the employee has difficulty speaking English consider arranging for an interpreter and whether any reasonable adjustments are necessary for a person who is disabled and/or their companion.
· Consider whether to offer independent mediation.
Conduct of the meeting
3.8 During the meeting the manager should:
· Remember that a grievance hearing is not the same as a disciplinary hearing, and is an occasion when discussion may lead to an amicable solution.
· Put care and thought into resolving grievances as they are not issues calling for snap decisions, and the employee may have been holding the grievance for a long time.
· Make allowances for any reasonable ‘letting off steam’ if the employee is under stress, consider adjourning the meeting if it is necessary to investigate any new facts which arise.
· The manager may adjourn the meeting to get advice or make further investigation.  

3.9 The following is a suggested format for the meeting:
· Make introductions as necessary.
· Invite the employee to re-state their grievance and how they would like to see it resolved.
· Sum up the main points.
· Tell the employee when they might reasonably expect a response if one cannot be made at the time, bearing in mind the time limits set out in the organisation’s procedure.
3.10 Grievances, particularly in smaller organisations, can sometimes be taken as a personal criticism.  Employers should be careful to hear any grievance in a calm and objective manner, being as fair to the employee as possible in the resolution of the problem.  
3.11 The manager will then respond within ten working days, and will inform the employee in writing of the decision.   If it is not possible to respond within this time limit, they will give the employee an explanation for the delay and when a response can be expected.   They will also let the employee know that they can appeal against the decision to the Chairman by writing to the Chairman. 
Stage three - Appeal to the Chairman 
3.12 If the employee is not satisfied with the decision they can appeal within ten working days of receiving the response to the grievance.  This should be done in writing and to the Chairman.  

3.13 If it is thought appropriate [Organisation name] may ask an independent person with suitable expertise to carry out the investigation.  They will be instructed to follow these procedures and report to the Chairman.
3.14 The Chairman will appoint a panel to investigate the grievance that will include a service user.  The panel will not include anybody who has already been involved in dealing with the grievance. 

3.15 The Chairman will then invite the employee to a meeting with the panel as soon as practicable and inform them that they have the right to be accompanied either by a colleague or a trade union official.  If the employee’s companion cannot attend on a proposed date, the employee can suggest another date so long as it is reasonable and is not more than five working days after the date originally proposed by the employer.
3.16 The panel will meet with the employee raising the grievance and with anyone else involved.  Following the meeting the Chairman will respond in writing to the employee as soon as practicable. In the absence of the Chairman (for whatever reason) or at the absolute discretion of the Chairman, the Vice-Chairman or any other Trustee may deputise for the Chairman. 
3.17 This is the final stage of the grievance procedure and there is no further right of appeal
Grievance against a Trustee
3.18 If the grievance is against a trustee, the Chairman, or in case of a grievance against the Chairman, the Vice-Chairman, will oversee the procedure.  At the third stage, the grievance will be heard by a panel of three trustees, or if this should not be practical consideration will be given to appointing one or more independent people to the panel.  If the grievance is raised against the Chairman, an independent person must be included in on the panel.
4 Records 
4.1 A record of any grievances raised by an employee will be kept on their personal file. This should contain:
· A written copy of the grievance 

· What was decided and actions taken
· The reason for the actions 
· Whether an appeal was lodged
· The outcome of the appeal any subsequent developments
4.2 Records should be treated as confidential and be kept no longer than necessary in accordance with the Data Protection Act 1998.  This Act gives individuals the right to request and have access to certain personal data as set out in [Organisation Name] Confidentiality Policy.  

4.3 Copies of meeting records should be given to the employee including copies of any formal minutes that may have been taken.
5 How disciplinary and grievance procedures interact
5.1 In the course of a disciplinary process, an employee might raise a grievance that is related to the case.  If this happens, [Organisation Name] will suspend the disciplinary procedure while the grievance is dealt with.
5.2 If the grievance is raised during a disciplinary appeal process, only the first part of the grievance procedure will be followed (i.e.: there is no right of appeal). 

This policy should be read in conjunction with the ACAS code of practice on Disciplinary and Grievance Procedures. This is available at www.acas.org.uk 
