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Introduction

All employees have the right to raise grievances where they have a genuine complaint about an aspect
of their job or work environment, without the fear of reprisal.

We believe that a happy and content work force is vital to the success of the business. We will take all
grievances seriously and endeavour to achieve an outcome to each grievance which is reasonable,
appropriate and satisfactory to the person bringing the grievance, the business and all other parties
involved.

Where appropriate, this Grievance Procedure should be read in conjunction with other Procedures and
Polices contained within the Staff Handbook, such as the Equal Opportunities or Bullying and
Harassment policies.

STAGE 1 – INFORMAL GRIEVANCE MANAGEMENT.

1.      The employee should attempt to deal with any grievance informally in the first instance, either by
speaking to the person(s) with whom they have a grievance, or the employee’s line manager. Where
the grievance concerns the employee’s line manager then the employee may wish to speak to another
manager.

2.      When informally raising a grievance the employee should act at all times in a constructive and
non-confrontational manner. The employee should at all times avoid language which is insulting or
abusive. The Grievance Procedure is a means of achieving an effective resolution to an issue and is
not a forum for the confrontation or intimidation of other employees.

3.      The parties involved in the grievance should attempt to reach an agreement as to what action will
be taken as a result of the grievance. Where appropriate any manager involved will make a note of
such agreed action in writing which will be signed and dated by the parties involved and placed on their
personnel file(s).

STAGE 2 – FORMAL GRIEVANCE PROCEDURE.

1.      Where the employee has been unable to resolve their grievance to their satisfaction under Stage
1 of this Procedure then they can raise a formal written grievance. The employee may wish to raise a
formal written grievance in the first instance where their complaint is of a serious nature.

2.      A formal written grievance should be submitted to the employee’s direct manager. Where the
grievance involves the employee’s direct manager then the grievance should be submitted to the
appropriate manager as specified in the employee’s contract of employment who will either deal with
the grievance personally or assign it to another appropriate manager.

3.      Any written grievance should be as specific as possible giving the names of relevant parties and
dates, time and details of particular incidents. Again, the grievance should be written in a constructive
and non-confrontational manner and should set out what resolution(s) to the grievance the employee is
seeking. The employee should at all times avoid language which is insulting or abusive.

4.      The recipient of the grievance will acknowledge receipt in writing and will inform the employee of
the next steps and time scales for progression of the grievance.

5.      In most circumstances the next step will be to hold a formal grievance hearing at which the
employee will have the opportunity to provide, and the grievance manager to seek, further information
in order for the grievance to be fully and properly investigated.

6.      At any grievance hearing the employee has the right to be accompanied by a trade union
representative or colleague of their choice. If the employee’s chosen representative is unable to attend
the scheduled grievance hearing the employee should notify the investigating manager as soon as
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practicable. We will postpone any grievance hearing by up to a maximum of 5 working days in order to
allow the employee’s chosen representative to attend.

7.      The employee’s representative will be permitted to make representations on behalf of the
employee and to confer with the employee during any grievance hearing. The representative will not be
permitted to answer questions on behalf of the employee at the grievance hearing.

8.      At the end of the hearing the grievance manager will inform the employee of the next steps in
their grievance. This will depend on the particular circumstances of the grievance but this may involve
further investigations or a decision on the outcome of the grievance. The next steps or outcome will be
confirmed to the employee in writing within 5 working days of the grievance hearing.

9.      When the final outcome of the grievance is notified to the employee in writing they will be given 5
working days in which to appeal the grievance. If the employee appeals the outcome of the grievance
then Stage 3 of this procedure will be implemented.

STAGE 3 – APPEALS AGAINST GRIEVANCE OUTCOME.

1.      If the employee is unhappy with the outcome to Stage 2 of this procedure then they have the right
to appeal.

2.      Wherever possible the appeal will be dealt with by a manager who was not involved in Stage 1 or
2 of the grievance and who is more senior than the person who made the decision at Stage 2 of the
grievance.

3.      All appeals should be made in writing within 5 working days of receipt of the written outcome to
Stage 2 to the person specified in the written outcome. The appeal should state the specific outcome to
Stage 2 against which they are appealing and the reasons for appealing.

4.      The appeal manager will acknowledge receipt of the appeal in writing and will inform the
employee of the next steps and timescales for the progression of the appeal.

5.      In most circumstances the next step will for the appeal manager to review the grievance
documentation and then hold a formal appeal hearing at which the employee will have the opportunity
to provide, and the appeal manager to seek, further information in order for the appeal to be fully and
properly considered.

6.      At any appeal hearing the employee has the right to be accompanied by a trade union
representative or colleague of their choice. If the employee’s chosen representative is unable to attend
the scheduled appeal hearing the employee should notify the investigating manager as soon as
practicable. We will postpone any appeal hearing by up to a maximum of 5 working days in order to
allow the employee’s chosen representative to attend.

7.      The employee’s representative will be permitted to make representations of behalf of the
employee and to confer with the employee during any appeal hearing. The representative will not be
permitted to answer questions on behalf of the employee at the appeal hearing.

8.      At the end of the hearing the appeal manager will inform the employee of the next steps in their
appeal. This will depend on the particular circumstances of the appeal but this may involve further
investigations or a decision on the outcome of the appeal. The next steps or outcome will be confirmed
to the employee in writing within 5 working days of the appeal hearing.

9.      The final outcome of the appeal will be communicated to the employee in writing as soon as is
practicable. The final decision on the appeal will represent the end of the internal grievance procedure
and there will be no further right of appeal.
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