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Grievance Procedure

1. INTRODUCTION
Employees occasionally raise issues, problems or have objections. They may have concerns with their work, or working conditions they wish to raise with management and resolve.

This policy outlines how employee grievances should be raised and responded to.

The objectives of the procedure are: -
· To foster good relationships between the Council and its employees by discouraging the harbouring of grievances;
· To settle grievances as near as possible to their point of origin;
· To ensure the Council treats issues at work seriously and resolves them as quickly as possible;  
· To ensure that employees are treated fairly and consistently throughout the Council.  This also applies to those who are the subject of an allegation.

The Council reserves the right not to consider grievances that are without substance, minor or malicious or that merely repeat issues that have already been raised and addressed. Such matters will be responded to appropriately and in a way which minimises disruption to the business, still ensuring that employees are treated fairly.

Where it is clear that a grievance has been raised with no substance or for malicious purposes, this could amount to misconduct and will be addressed in accordance with the Council’s Managing Employee Performance Policy.

The matter will be deemed to have been resolved, or no further action will be taken, if six months have elapsed since the date the issue was originally raised and there has been no involvement from either party during this time.  At any point the employee can decide to withdraw their grievance, but they must accept that the matter may not be re-opened.

On rare occasions there may be overriding reasons why the outcome of a case may need to be made known to others as changes may need to be made.  Maintaining confidentiality is always very important when handling grievances and cases of bullying and harassment.

This procedure follows the ACAS Code of Practice.

2. SCOPE
This procedure applies to all employees of the Council.  

Any communication from an employee which contains a problem or complaint will be treated as a potential grievance.  If there is any doubt – clarify this with the employee.

This policy covers work related complaints and complaints of bullying and harassment as defined and referenced within the Council’s Dignity at Work – Bullying and Harassment Procedure.

Grievances cannot be initiated after employment with the Council has ended. If a former employee raises a complaint/dispute the Council may consider engaging in a dialogue with the individual with the hope of resolving the issue, however this would be done outside of the remit of this Grievance Procedure.

Grievances already in process when the employee leaves should be concluded. There is no right of appeal through the Council in these circumstances.


Matters excluded from this procedure are as follows: - 
· Appeals against salary or gradings;
· Management decisions in respect to the Managing Employee Performance Policy i.e. a decision to convene a performance hearing, or the outcome of a performance hearing; as they have their own appeal processes 
· Income tax, national insurance matters, rates of pay collectively agreed at the national or local level;
· Rules of the pension schemes
· Difficult working relationships, unless they amount to bullying and harassment or discrimination.

3. INFORMAL GRIEVANCE PROCEDURE
Work related issues should always be resolved informally whenever possible.  Problems can escalate quickly and become extremely stressful and adversarial; undertaking a formal process can itself compound the problems.

Attempts to resolve the matter quickly and informally must be made before progressing to the formal procedure.  

In the interests of maintaining good working relations the employee should discuss any grievance first with their Line Manager or the Clerk with a view to resolving the matter informally.  The purpose of the discussion is to establish the core issue and resolve the problem.  If necessary, the manager or Clerk can support the employee by facilitating discussions between the employee and other parties.

The employee must work with the manager to make concerted attempts to resolve the issue informally before continuing to the formal stage of this procedure.  If the decision/outcome of the informal action(s) is not satisfactory to the employee e.g. they believe not all options to resolve the issue have been explored, the employee can request that the matter is considered under the formal process. 

4.	FORMAL GRIEVANCE PROCEDURE

STANDARD COUNCIL GRIEVANCE PROCEDURE
4.1	The employee must set out their grievance in writing (“Formal Statement of Grievance”) and provide a copy to their Line Manager or the Clerk, within 10 working days of receipt of the outcome of the informal efforts from their manager.  The written statement must make clear the nature of the problem and the remedy sought.

4.2	Once the Council has had a reasonable opportunity to consider the information provided in the Statement of Grievance, the Council will carry out an appropriate investigation, if required. This does not need to be extensive in all cases but should enable the facts to be realised.  It should be completed as soon as practicably possible, taking into account witness availability and evidence gathering.

4.3	The employee who raised the grievance and any other parties involved or the subject of the grievance should be given advance notice that an investigation is to be conducted, and any specific allegations made.  The investigation manager, with support from HR, should refer to the Council’s Managing Employee Performance Procedure as necessary.

4.4	All evidence gathered through the investigation will be provided to the employee who raised the grievance, prior to any formal grievance meeting.

4.5	The employee will be invited to attend a formal grievance meeting to discuss the matter.
a. The employee must take all reasonable steps to attend the meeting.
b. Grievance meetings will take place at the earliest possible date, in consideration of any necessary investigation. 
c. The employee has the right to be accompanied to a grievance meeting by a fellow employee or by a Trade Union representative.
d. If the meeting is inconvenient for either the employee or their companion, the meeting may be re-scheduled once.  If they fail to attend without an acceptable explanation the matter may be concluded without a meeting. 

4.6	A grievance meeting may be adjourned to allow matters raised during the course of the meeting to be investigated, or to afford the employee’s Line Manager or the Clerk time to consider the information 

4.7	The Council with support from HR, will consider the grounds for the grievance and assess it on its merit.  A decision will be made based on the presentations and evidence provided from all parties.  Timescales for completion should be indicated when possible.

4.8	The Council will convey the outcome to the employee in writing (enclosing any relevant documents) 

4.9	If the employee wishes to appeal against the Council’s decision, they must inform the Council within ten (10) working days of receiving the decision.

4.10	If the employee notifies the Council that they wish to appeal, the employee will be invited to attend a grievance appeal meeting before the Council’s Staffing Committee.  The employee must take all reasonable steps to attend that meeting.  The employee has the right to be accompanied to a grievance appeal meeting by a fellow employee or by a Trade Union representative. 

4.11	A grievance appeal meeting will be convened as soon as practicably possible after receiving notice that the employee wishes to appeal pursuant to 4.10 above.  If the meeting time is inconvenient for the employee or their companion, the employee may ask to re-schedule the meeting once. 

4.12	After the grievance appeal meeting the employee will be informed of the Council’s final decision within (5) working days.  The meeting may be reconvened for this purpose.  The Council’s decision will be confirmed to the employee in writing.

5.	GENERAL PROCEDURAL INFORMATION
5.1. All grievances should be raised with the Town Clerk in the first instance, if an employee’s grievance is about the Clerk, they should raise the matter with the Chair of the Council’s Staffing Committee.  All investigations and any grievance meeting will be conducted by Staffing Committee and any grievance appeal meeting will be conducted by three (3) members of the Council who do not sit on the Staffing Committee.

5.2. A copy of the Statement of Grievance, a note of the decision taken at the first stage of the procedure, any notice of appeal and appeal decision will be placed on the employee’s/ex-employees personnel file, together with any notes or evidence taken or compiled during the course of the procedure.
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