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[bookmark: _Toc926698770]     Grievance Policy and Procedure
1. [bookmark: _Toc754867774]Statement 
1.1 [bookmark: _heading=h.1iazfic80syy]This policy outlines [Insert your organisation's name]’s approach to ensuring that a fair and consistent grievance process is in place for all employees to resolve issues as quickly as possible within a compliant framework.
1.2 We are committed to being supportive, helpful and inclusive.  It is expected that any day-to-day problems, concerns, complaints or difficulties will be resolved openly and informally between an individual and their line manager.
2. [bookmark: _Toc1560103420]Purpose
2.1 If a grievance issue is not resolved to the employee’s satisfaction, [Insert your organisation's name]’s Grievance Procedure aims to provide a structured process to resolve the grievance fairly and at the earliest opportunity.
2.2 In any case where an individual feels aggrieved; the matter should always be raised at the earliest opportunity. 
3. [bookmark: _Toc414534527]Scope 
3.1 This policy applies to all employees regardless of length of service.  It does not apply to agency workers or self-employed contractors.
3.2 This Procedure does not, however, apply to the matters outlined below: 
· Issues over which [Insert your organisation's name] has no control, for example, income tax, national insurance or any other statutory deductions from pay. 
· Discipline, which should be dealt with under the Disciplinary Procedure. However, if an employee who is facing disciplinary proceedings has valid reasons to feel aggrieved (e.g. where a malicious allegation has been made against them), then the employee may complain using the Grievance Procedure after the disciplinary process has been concluded. 
· Disputes between employees which are not related to their employment, as these should be resolved by the individuals outside normal working hours. 
· Any procedures which have an appeals mechanism. 
4. [bookmark: _Toc1128609969]Related Documents
4.1 This policy should be read alongside the following [Insert your organisation's name] policies and relevant legislation:	Comment by Helen Roger:  Please refer to the appropriate policies for your organisation
· ACAS Code of Practice – Disciplinary and Grievance Procedures
· Disciplinary Policy and Procedure
· Bullying and Harassment Policy
· Equality, Diversity and Inclusion Policy
· Whistleblowing Policy


5. [bookmark: _Toc859018509]Key Principles
5.1 At all stages of the formal grievance procedure, an individual will have the right to be accompanied by a work colleague or a Trade Union Representative.  No employee will be disadvantaged in any way by raising a grievance.
5.2 All grievance actions will be dealt with in the strictest of confidence.  Employees who discuss ongoing grievance cases with colleagues other than their line manager, [CEO, director, senior manager, or equivalent] or a chosen colleague/Union Representative for support may face disciplinary action.
5.3 Where a formal grievance claim against another employee is found to be malicious, the employee who made the claim may face disciplinary action under the Disciplinary Policy.
5.4 At all times during investigations, confidentiality and discretion must be maintained by all those involved, regardless of the nature of the incident.  You should be told if anyone else will be informed about the grievance outcome and the type of information they will be given.
6. [bookmark: _Toc1050808257]Definitions- Grievance
6.1 A grievance at work is a concern, problem or complaint relating to your work, working environment, or working relationships.
6.2 Concerns about possible wrongdoing or malpractice within the organisation (e.g. illegal activity or a danger to health and safety) should be raised using the procedures outlined in the Whistleblowing policy.	Comment by Helen Roger:  Please refer to the appropriate policies for your organisation
7. [bookmark: _Toc1793019900]Dignity at Work
7.1 [bookmark: _heading=h.rt8mbsn56otd]We aim to maintain a safe, welcoming, inclusive and diverse workforce which nurtures a culture of mutual respect, allowing all employees to thrive and fulfil their potential without fear of harassment, bullying, discrimination, sexual violence, abuse, coercive behaviour, sexual harassment or related misconduct.  
7.2 Examples of unacceptable behaviour are outlined in our Equal Opportunities Policy. 	Comment by Helen Roger: Please refer to the appropriate policies for your organisaton
7.3 Employees who believe they have been a victim of inappropriate behaviour should follow the procedures outlined in this policy.
8. [bookmark: _Toc335697259]Grievances raised by Ex-employees
8.1 In exceptional circumstances, where an employee has felt unable to raise their grievance during their employment, they have three months after leaving [Insert your organisation's name] to follow the procedure as described in section 11 of this policy. 
8.2 However, the decision as to whether or not it is appropriate for [Insert your organisation's name] to follow its grievance procedure in full or at all in relation to former employees is at the discretion of [Insert your organisation's name].
9. [bookmark: _Toc1757723881]Informal Resolution- Stage 1 
9.1 Most grievances can be resolved quickly and informally through discussion with your line manager. See Appendix A.
9.2 If the issue relates to your line manager, or you cannot talk to them, you should speak to the [CEO, director, senior manager or equivalent].  The [CEO, director, senior manager or equivalent] will discuss the issue and make a confidential note.  They will agree a process for resolving the matter informally, which may include mediation.
9.3 If your grievance concerns another employee, the manager will speak privately to the other individual to clarify the situation and encourage a resolution, where appropriate.  This conversation will remain non-judgmental, and the employee will be informed that it is not a disciplinary hearing.
9.4 If the grievance relates to the [CEO, director, senior manager or equivalent], you should speak to the [Chair of the Board of Trustees, director or equivalent] who will agree a process for resolving the matter. 
9.5 If you cannot resolve the matter informally within 10 working days, you may follow the formal grievance procedure.  
9.6 An informal resolution may not be possible in all circumstances, and you may start the formal grievance procedure without first engaging in an informal resolution.  However, if this happens, the manager will explore this with you.
10. [bookmark: _Toc1887759254]Mediation
10.1 It may be appropriate for us to help colleagues resolve grievances using mediation.  This involves the appointment of a third-party mediator (potentially somebody external), who will discuss the issues raised in a grievance with all of those involved and seek to facilitate a resolution.  
10.2 Mediation will be used only where all parties involved agree with this approach.
11. [bookmark: _Toc639056688]Formal Grievance Procedure- Stage 2 
11.1 You should submit a grievance in writing to the [CEO, director, senior manager or equivalent]. They will consider the nature of the complaint and decide who should conduct the grievance hearing.
11.2 If the grievance relates to the [CEO, director, senior manager or equivalent], you should submit your grievance, in writing, to the [Chair of the Board of Trustees, director or equivalent].
11.3 Any implicated employees (those whom the grievance is against) will be made aware of the allegation(s) raised against them.
11.4 You will be invited to attend a meeting to:
· Discuss the grievance in more detail;
· Understand what you want to achieve from the grievance process and;
· Understand how you would like the grievance to be resolved.
11.5 The meeting should occur as soon as possible, usually within 5 working days of receiving the grievance.  Where practicable, a notetaker should also be at the meeting.
11.6 Before the meeting finishes, you should be told:
· About any further investigation required, and;
· When you should expect to hear the outcome of your grievance.
11.7 Once the manager has completed a full investigation, they should inform you of the outcome in writing within 10 working days, where possible.  If this is not possible, the manager should explain that they will keep you up to date at agreed intervals.
11.8 See Appendix B for process flow chart.
12. [bookmark: _Toc761422719]Appeals- Stage 3
12.1 You have the right to appeal against the outcome of your grievance if you feel that:

· the outcome is unreasonable given all the circumstances and evidence considered;
· the correct procedure was not followed during the formal stage, and this has had a significant effect on the outcome; or,
· You have new evidence to show that you were unable to provide earlier in the process, which would have had a significant effect on the outcome of the formal stage.

12.2 To appeal, you should outline the grounds for appeal in writing to the [Chair of the Board of Trustees, director or equivalent] within 5 working days of receiving the written outcome of your grievance.  See Appendix C.  If possible, a meeting to hear the appeal should occur within 5 working days of receiving your appeal.
12.3 Appeals against the outcome of grievances will be heard by an appropriate [Board of Trustees member, director, or equivalent] who, where possible, has not previously been involved in the case.  The decision of the appeal manager will be final, and there will be no further appeal rights.
12.4 The appeal manager will consider the grounds for appeal. They will decide:
· If the process followed at the grievance stage was fair and thorough;
· If the decision reached was fair, and whether there are any grounds to uphold an appeal.

12.5 Before the meeting finishes, you should be told:
· About any further investigation that is required, and;
· When you should expect to hear the outcome of the appeal.

12.6 Following the meeting, the appeal manager will consider the facts and investigate further where appropriate.  Once the appeal manager has investigated the appeal, they will inform you of the outcome of your appeal in writing, usually within 10 working days.
12.7 This decision is final, and there is no further right of appeal. 
13. [bookmark: _heading=h.6pmjt03z69hf][bookmark: _Toc1498922162]Right to be accompanied 
13.1  You may bring a companion to any grievance or appeal meeting.  The companion may be either a colleague or a Trade Union representative.  
13.2  You must inform the person holding the grievance meeting of your chosen companion at least 24 hours before the meeting.
14. [bookmark: _Toc647294162]Non-attendance at Meetings
14.1 [bookmark: _heading=h.41onccqusaqw] If you or your companion cannot attend a meeting and request it be postponed, we will do our best to accommodate this.  
14.2  If you still have not attended the meeting after we have made reasonable efforts to rearrange it, you will receive a written response to the grievance.  
14.3  The procedure will continue to be followed without the meeting, wherever possible and on the information available.
15. [bookmark: _Toc410181686]Monitoring, Review and Reporting
15.1 [Insert your organisation's name] will monitor the application and effectiveness of this Grievance Policy and Procedure to ensure grievances are handled fairly, consistently, confidentially and in line with employment legislation and the ACAS Code of Practice.
15.2 The [CEO, director, senior manager or equivalent] will maintain accurate and confidential records of all grievances, including informal and formal stages, investigations, hearings, outcomes and appeals. All personal data collected during the grievance process will be processed and stored securely in accordance with [Insert your organisation's name]’s Data Protection Policy and the UK General Data Protection Regulation (UK GDPR). Access to grievance records will be restricted to those who require the information for legitimate business or legal purposes.	Comment by Helen Roger:  Please refer to the appropriate policy for your organisation
15.3 This policy will be reviewed regularly to ensure it remains effective, compliant with relevant legislation and aligned with best practice.
This policy is not part of any employee's employment contract and may be amended anytime. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will always be on [Insert the name of the file sharing system or software you use, e.g. SharePoint]
. 













[bookmark: _Toc1496959099]Appendix A: Informal Resolution
You can start the formal grievance process without attempting an informal resolution if you wish.  If this is the case, your manager will explore why you do not wish to attempt an informal resolution before raising the matter formally (where appropriate).

Employee


Can the issue be resolved informally?
Follow the formal grievance procedure (Appendix B)
Employee
Discuss the matter informally with your line manager.  If the issue relates to your line manager, or you feel unable to talk to your manager, you should speak to the CEO for advice.

Note – the grievance does not need to be put in writing at this stage.
Line Manager
Hold an informal discussion with the employee raising the matter. Encourage them to explain concerns and explore possible ways of resolving the matter (including mediation).

If the grievance is about another employee, discuss the issue with them to clarify the situation and encourage a resolution, if appropriate.
N
Line Manager
Agree an outcome / next steps with the employee.

Check the employee is happy with the outcome.
End of Process
The Line manager should make a confidential note of the discussion and keep this securely in case it needs to be referred to as part of a formal process later.
N
Has the issue been resolved?
Y
Y



[bookmark: _Toc465454210]Appendix B: Formal Grievance Procedure

Employee
Submit a grievance, in writing, to the CEO providing details of your complaint.  This should include examples with dates.
Grievance Manager
Invite the employee in writing to attend a meeting to discuss the grievance in more detail, what they want to achieve from the grievance process and how they think their complaint should be resolved.  Reasonable notice of the meeting must be given (at least 24 hours).
The CEO will consider the nature of the complaint and decide who should hear the grievance. This will usually be a manager who is not involved in the matter and, where possible, has not dealt with the grievance at an earlier, informal stage.
Grievance Manager
Hold the meeting. This meeting should take place, where possible, within 5 working days* of the grievance being raised.
Grievance Manager
Before the end of the meeting, the employee should be informed of any further investigation that is required and when they should expect to hear the outcome of their grievance.
Grievance Manager
Investigate the complaint, weigh up the evidence and decide the outcome of the grievance.  Discuss the case with the CEO where necessary.
Grievance Manager
Send a letter to the employee addressing each point raised, explaining whether it has been upheld, partially upheld or not upheld, with reasons for the conclusion.  You must also inform the employee of their right to appeal.  This should be sent within 10 working days* of the grievance meeting.
Inform any relevant managers of the outcome.  If recommendations are made about an employee, these must be shared with the employee’s line manager to action.
Grievance Upheld

Set out what action you intend to take to resolve the grievance.  Where a grievance relates to conduct of another employee, disciplinary action may be appropriate.
Grievance Not Upheld

Give the employee an explanation as to how the decision has been reached and why.
Grievance Partially Upheld

List those parts of the grievance that have been upheld and the reasons why, and those that are not.
*These timescales are provided as a guide.  If it is not possible for timescales to be met due to the complexity of the issue, availability or absence, those involved will be informed and kept up to date.




[bookmark: _Toc397261457]Appendix C: Formal Grievance Appeal Procedure
Employee

Employee
yee
Outline your grounds for appeal in writing to The Chair of the Trustee Board within 5 working days of receiving the written outcome of your grievance.
Appeal Manager
Consider the grounds for appeal.  If there are reasonable grounds for appeal, invite the employee to attend a meeting to hear the appeal.  The meeting should take place, where possible, within 5 working days* of receiving the appeal.
Appeal Manager
Consider the facts and obtain further information where necessary / appropriate.
Appeal Manager
Inform the employee in writing of the outcome of their appeal within 10 working days*, and without unreasonable delay.

Inform the employee that this decision is final.
Appeal Manager
Provide feedback on any parts of the original grievance procedure that could be improved to the grievance manager.
*These timescales are provided as a guide. If timescales cannot be met due to the complexity of the issue, availability, or absence, those involved will be informed and kept up to date.
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