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1 
What are Grievance Procedures for?

Grievance procedures exist for workers to make complaints about co‑workers, senior workers or management. In other words, while disciplinary procedures are for use by management downwards, grievance procedures are for use sideways or upwards.  

If a worker has a grievance - i.e. there is someone doing something or not doing something at work that's bothering them, there must be mechanism for dealing with it. A workplace where everyone gets along with each other all of the time is a rare phenomenon. But in most situations people learn how to get along, learn how to behave in a way that avoids too much friction, and learn that getting along with each other is important if everyone wants to maintain a happy, constructive workplace.

But sometimes these tensions become too much, and workers can't take any more, and take out a formal grievance. 

It is then the employer's responsibility to come up with a positive solution to fix the problem. This could be by instructing a worker not to behave in a certain way, it could be by offering relevant training, it could be by changing working practices, re-organising etc. In some cases the worker with the grievance may feel happy once they have had the chance to have their say - on the other hand it would be extremely optimistic to expect this to be the case in all occasions, and it is a too-common phenomenon that managers expect the whole issue to have been dealt with just because someone has been allowed to have their say.

There will be occasions where a grievance made by one worker against another can lead to disciplinary action against the worker accused. For example, one worker may accuse another of harassment, and if proven disciplinary action would be appropriate. 

However, it is important to remember that the disciplinary action is a separate procedure, and if it is felt necessary to take action, the organisations disciplinary procedure should be followed. (See Discipline at Work). It is important to complete the grievance procedure before the disciplinary procedure is entered into, and to make sure each complaint, or disciplinary matter, is dealt strictly in the order received.

2 
Causes of Grievances

(i)  Personality clashes
Sometimes grievances occur because, try as they might, two people cannot help but get up each other's noses.

This can be a difficult problem - if two normally perfectly sensible good workers can't get on, there is nothing you can do to make them like each other. On the other hand, you can appeal to their common sense, and ask them to ensure they avoid conflictual behaviour, and actually insist that they try and work co-operatively. If it is possible you could ask them to avoid situations where they are likely to come into conflict, and if you work in a large enough, flexibly structured organisation, rearrange working patterns as much as possible so that they do not come into contact with each other. Of course, for many small voluntary groups this is impossible - workers have to work together because of their physical work environment. In these situations it might be appropriate to bring in independent advice and help from outside, such as LVSC, to help resolve difficulties. Whatever you do to solve a situation like this it is important to be sensitive to each worker's needs - and not to balance things in one person's favour. 

(ii) Real conflict 

Sometimes grievances occur because someone has done something (or failed to do something) to maintain the equilibrium, and upset someone else.

When dealing with these kinds of complaints the process is much like the process for dealing with disciplinary issues. The worker making the complaint should in the first place outline their grievance, and it is the responsibility of the manager hearing the grievance to investigate this complaint, and to hold a hearing whereby the person with the grievance gets to say their piece, and the person whom the grievance is against gets a chance to defend themselves.

(iii) Stress

Grievances can often occur because of unusual levels of stress. Stress at work is a serious issue: workers can suffer severe medical problems, which can result in serious under-performance at work, and cause major disruptions to the organisation. Throughout the UK 90 million working days each year are lost as a result of stress, costing employers £1.3 billion
. Stress is a workplace hazard in the same way as any other health and safety risk. If you identified some dangerous electric wiring, you would do something about it - you should tackle the signs of stress in the same way. Thus the responsibility for reducing stress at work lies both with employer and employee, and both should learn to identify stress and its causes, and seek to remove them.

The Health and Safety Executive has identified the following primary causes of stress at work: (See table on following page)
  Contexts
PRIVATE 
Organisational function and culture
Poor task environment

Lack of definition of objectives

Poor problem solving environment

Poor development environment

Poor communication

Non supportive culture

Role in organisation
Role ambiguity

Role conflict

High responsibility for people

Career development
Career uncertainty

Career stagnation

Poor status/status incongruity

Poor pay

Job insecurity and redundancy

Low social value of work

Decision latitude/control
Low participation in decision making

Lack of control over work

Little decision making in work 

Overload of decision making

Interpersonal relationships at work
Social or physical isolation

Poor relationships with superiors

Interpersonal conflict and violence

Lack of social support

Home/work interface
Conflicting demands of home and work

Low social or practical support at home

Dual career problems

  Contents
PRIVATE 
Task design
Ill defined work

High uncertainty in work

Lack of variety, or short work cycles


Fragmented or meaningless work

Under-utilisation of skill

Continual exposure to client/customer groups

Workload/pace/schedule

(quantitative/qualitative)
Shift working

Inflexible work schedule

Unpredictable work hours

Long or unsocial work hours

As you can guess from the above list of stress-inducing problems, the number of grievances coming from the same source of problems is high. So good health and safety management involving the tackling of stress could help solve your grievance problems as well.
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Different Types of Grievances

(i) Counter-Grievances etc:
It is not unusual for a worker who has had a grievance taken out against them to respond with a counter grievance. Some line managers have been known to respond to a grievance with discipline, and some workers have responded to disciplinary action by taking out grievances, and so on. The general rule is to deal with these in order - first come, first served! 

It is also important to re-emphasise that it is entirely inappropriate and wrong for a manager to discipline a worker in response to a worker bringing a grievance.

(ii) Grievances against an immediate line manager:
If a worker has a grievance against their immediate line manager there must be adequate methods for dealing with this. In the first instance the worker should complain directly to their line manager if they feel able to do this - there will be occasion where this is not possible, especially in cases of harassment. In any case there must be an alternative route for workers to take their grievance, and that should be to the management committee via an agreed member as set out in the written procedure. However, management committees can find these situations difficult to deal with, and should, if necessary, arrange for independent advice and support, which can be arranged through LVSC.

(iii) Grievances against Management Committees:
A common problem difficult to deal with, especially in small voluntary organisations, is when workers have a grievance against their management committee. If a grievance is against an individual management committee member then that can be easily handled in the same way grievances between workers are handled. But what if a worker has a grievance against the management committee as a whole? This is a serious situation, which should be dealt with carefully, sensitively and fairly. 

The worst possible approach a management committee can take to a worker with a grievance against them is to discipline the worker concerned. There have been some horrendous cases like this leading to incredibly vicious disputes involving numerous people from inside the organisation and from outside agencies, ultimately leading to disaster for the whole organisation.

If there is this kind of dispute between a worker (or workers) and a management committee, and it cannot be solved by people sitting down and talking to each other, then the only solution is to bring in someone from outside to mediate, or arbitrate. If you are reaching this stage you would be well advised to contact an independent outside agency such as LVSC for advice.

(iv) Collective Grievances:
Occasionally disputes occur between management and workers around terms and conditions of employment that can result in a 'collective grievance' - i.e. a grievance from all the workers against the management committee. This is hard to deal with 

within the grievance procedure, and should be dealt with through normal industrial relations methods - i.e. negotiation, conciliation, arbitration - normally negotiations will be dealt with by workers' trade union representatives.

(v) Harassment:
If a worker complains of harassment by another worker, this should be treated extremely seriously, and dealt with, if proven, through the disciplinary procedure, once the grievance process has been completed. Organisations should have a policy for dealing with harassment - sexual harassment, racial harassment or any other type of harassment, which should make it clear that such behaviour is not tolerated. It is also necessary to have a policy for dealing with harassment when it is carried out by other people - for example service users or management committee members. 

It is important to be aware that the Criminal Justice Act made "intentional harassment" a criminal offence, punishable by six months imprisonment and/or a fine of £5,000. Under the Act the nature of the harassment is not defined and therefore covers a wide range of harassment on the grounds of gender, race, disability and sexuality. Use of threatening, abusive or insulting words with the intention to cause distress, alarm or harassment in a private or public place is now criminal, and anyone suffering this harassment can complain to the police. Any policy on harassment should contain this information, so that anyone who is harassed knows their rights.
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Should grievances be taken seriously?

It is important for employers to realise that if a worker has got as far as bringing a formal grievance, it is possible that there is something going very wrong within the organisation - so it is important to take grievances very seriously, and as part of the grievance process try and discover what is going wrong, what the worker taking out the grievance wants from the whole process, and what the worker - and others - believe can be done to make things better. 

A common problem with grievance procedures is that organisations have a history of not taking them seriously, and therefore workers have little faith in their complaint being heard, so never instigate the procedure in the first place. This can lead to a build up of problems that never get sorted and all sorts of outstanding resentments and conflicts.

The way to solve this is to make sure that everyone is aware of the grievance procedure, that everyone has faith in the procedure being carried out properly, and that everyone views the procedure as a constructive method of sorting out problems. This might be best achieved by joint management/staff training.

That said, sometimes grievances when viewed by an outsider seem to be trivial: "He never says 'good morning' to me" for example. Hard to believe, but this is a real example. However trivial they seem, though, they are probably symptomatic of a more serious problem that needs to be dealt with in a serious, careful and thoughtful way.
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Procedures

Dealing with grievances is mostly a matter of common sense. However, it is important to have a written procedure - partly because the law says you have to
, and partly because it is important for everyone to be clear how the situation should be handled, and that each situation is handled in a consistent manner.  Written procedures should be clear - so everyone understands them, and should be workable - procedures which are not practical are of no use to anyone. Once you have the procedures, it is important for both workers and employers to read them, understand them and be familiar with them. You have a procedure - so use it. In other words, if your procedure says 'a hearing will be held within 7 days' - hold a hearing within 7 days... 

There are several basic principles that must be adhered to within a grievance procedure:

PRIVATE 
*
Hearing - workers are entitled to a formal hearing

*
Representation - workers are entitled to be represented by a trade union representative or friend

*
Written records - minutes of hearings should be taken, and any decisions taken by a grievance panel should be recorded in writing - copies of these should be given to all parties

*
No personal detriment - workers should not feel that they will be punished for bringing forward a formal grievance

*
Positive solutions - positive solutions to problems identified in a grievance hearing should be found

*
Speed - grievances should be dealt with quickly, but:

*
Consistency - they should be dealt with fairly and consistently

*
Appeals - workers must always be allowed the right of appeal.

Written procedures must include details of who workers should take grievances to, and should include details of steps workers can take to get a proper hearing for their grievance. Workers must have the right of appeal - in other words, if they are not happy with the result of a hearing at one level they should have the right of appeal to a higher level.

If you do not have a procedure, or have one which you are not happy with, a sample procedure, specifically designed for small voluntary organisations, is included at the end of this document.
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Dealing with Grievances

(i) Supervision
All workers, whatever their job, or level within an organisation should receive supervision on a regular basis. Everybody needs managerial support of some sort at times, and good management support should help workers with their jobs for the good of the organisation as a whole, and can help prevent the development of all kinds of problems - including grievances.

There is a tendency amongst some voluntary sector workers to feel that they can survive without management support or supervision, but workers should not be left to sink or swim on their own, they should be supported and supervised.

Management support in some organisations will be given by paid workers whose job it is to manage, but in all organisations some sort of management support will have to be given on a voluntary basis by management committee members. Being a good manager is not easy. What it involves is committing the time to supporting and listening to workers, to understanding the jobs of the workers you supervise, and spending the time trying to help, and sorting out any problems that arise.

Management committees often set up specific structures for supervision and management, and this is a good idea. This is usually done through a staffing sub-committee, and individual members of this sub-committee take on the task of supervising individual staff members. It is important that there is some sort of rapport between the management committee supervisor and the individual member of staff, so often this arrangement is set up in consultation with staff. 

Once this structure has been set up, all management issues are dealt with through the structure, so leading to clear lines of management, easily understood by all. The management committee supervisor reports back to the sub-committee, who report back to the main management committee. Issues coming from elsewhere are dealt with in reverse. This means that if individual management committee members other than the supervisor have an issue they want to be dealt with regarding a particular worker, they should take it to the committee member responsible for that individual's supervision. They should not take the issue directly to the worker, nor to the management committee. 

The supervisor should be getting support from the rest of the staff sub-committee if needed. In addition, it is often this sub-committee that serves as the organisation's disciplinary and grievance panel, while the full committee acts as the appeals panel. 

It is important to realise that this supervision - a culture of supporting workers, listening to workers - can prevent the growth of grievances, and can lead to a happier, healthier workplace where everyone works better at their jobs.

(ii) What workers with a grievance should think about:
What do you want? It is very difficult for management to sort out grievances if they are not sure what people want from the process. After investigating the grievance and holding a hearing a manager might come to the conclusion that the aggrieved worker 

was correct, and some sort of solution should be sought. However, there are too many cases where the so-called solution is unsatisfactory to both the aggrieved worker and the accused worker, and mostly this is not caused by managers failing to listen (if it is, you could have a legitimate grievance against them!), but by aggrieved workers failing to make clear exactly what they want to achieve from the whole process. If you are not sure, then it is important at least to have a general goal - for example, a 'happier working atmosphere' - and to work with management to find an acceptable solution.

(iii) What Managers should do:

a) If the grievance is well-founded:
If after investigating the grievance and holding a hearing you come to the conclusion that the grievance is well-founded, it is your responsibility to come up with a solution to the problem. If it looks like disciplinary action is necessary - take that action. Otherwise, it is important to listen to the aggrieved worker, who may have an idea for solving the problem, and to discuss with that worker possible solutions. Try and come up with a solution that really tackles the problem - and be sure to monitor the results. It is a very good idea to arrange follow up meetings with both workers (separately or together, you will have to be the judge of that depending on the circumstances) to make sure things are going ok. If not, you may need to think again.

b) If there is no foundation to the grievance:
You may come to the conclusion that the worker concerned is unjustly aggrieved, that there are little or no grounds for the grievance. In these cases you will then need to consider exactly why was the grievance brought? Is there a problem with personalities? Is there a problem with communications? Is there another problem within the workplace? Are there other, unstated reasons for the worker bringing a grievance? It is important not to just forget about the whole thing because there was, in your eyes, no justifiable grievance, because even if that is so, something must have upset the aggrieved worker considerably for them to have entered into a formal grievance procedure. So if this happens, try and find out what the real problem is! And take action as appropriate to sort it out. Clearly there is a situation which cannot be left to get out of control - it may be a simple communication problem which could be sorted out by developing new methods of communication, or by sending workers on appropriate training - or it may be more serious. The bad news is it's your job to sort whatever the problem is!
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Questions and Answers

Q. What is the difference between a Grievance Procedure and a Disciplinary Procedure?

A. Grievance procedures exist for workers to make complaints about co‑workers, senior workers or management. In other words, while disciplinary procedures are for use by management downwards, grievance procedures are for use by workers sideways or upwards.  

If a worker has a grievance - i.e. there is someone doing something or not doing something at work that's bothering them, there must be mechanism for dealing with it. A workplace where everyone gets along with each other all of the time is a rare phenomenon. But in most situations people learn how to get along, learn how to behave in a way that avoids too much friction, and learn that getting along with each other is important if everyone wants to maintain a happy, constructive workplace. But sometimes these tensions become too much, and workers can't take any more, and take out a formal grievance. It is then the employer's responsibility to come up with a positive solution to fix the problem. 

There will be occasions where a grievance made by one worker against another can lead to disciplinary action against the worker accused. For example, one worker may accuse another of harassment, and, if proven, disciplinary action would be appropriate. However, it is important to remember that the disciplinary action is a separate procedure, and if it is felt necessary to take action, the organisation's disciplinary procedure should be followed. It is important to complete the grievance procedure before the disciplinary procedure is entered into, and to make sure each complaint, or disciplinary matter, is dealt with strictly in the order received.

It should not be necessary to write this, but it is totally inappropriate and wrong to respond to receiving a grievance by disciplining the worker bringing the grievance.

Q. Do we need to have written procedures? Isn't dealing with a grievance a matter of common sense?
A. Dealing with grievances is mostly a matter of common sense. However, it is important to have a written procedure - partly because the law says you have to, and partly because it is important for everyone to be clear how the situation should be handled, and that each situation is handled in a consistent manner. Written procedures should be clear - so everyone understands them, and should be workable - procedures which are not practical are of no use to anyone. Once you have the procedures, it is important for both workers and employers to read them, understand them and be familiar with them. You have a procedure - so use it. In other words, if your procedure says 'a hearing will be held within 7 days' - hold a hearing within 7 days... 

There are several basic principles that must be adhered to within a grievance procedure:

*
Hearing - workers are entitled to a formal hearing

*
Representation - workers are entitled to be represented by a trade union representative or friend

*
Written records - minutes of hearings should be taken, and any decisions taken by a grievance panel should be recorded in writing - copies of these should be given to all parties

*
No personal detriment - workers should not feel that they will be punished for bringing forward a formal grievance

*
Positive solutions - positive solutions to problems identified in a grievance hearing should be found

*
Speed - grievances should be dealt with quickly, but:

*
Consistency - they should be dealt with fairly and consistently

*
Appeals - workers must always be allowed the right of appeal.

Written procedures must include details of who workers should take grievances to, and should include details of steps workers can take to get a proper hearing for their grievance. Workers must have the right of appeal - in other words, if they are not happy with the result of a hearing at one level they should have the right of appeal to a higher level.

Q. What tend to be the main causes of Grievances, and how can we avoid them?
A. The main causes of grievances are:

(i)  Personality clashes

Sometimes grievances occur because, try as they might, two people cannot help but get up each other's noses. Being careful during recruitment might help prevent these situations arising, but often these conflicts are impossible to predict.

(ii) Real conflict 

Sometimes grievances occur because someone has done something to upset (or failed to do something to maintain) the equilibrium, and upset someone else. These causes can range from minor irritations to serious harassment. Hopefully, these situations can be prevented by good management - by team-building, by having clear guidelines and policies on what is acceptable behaviour, and by offering all workers appropriate support and supervision.

(iii) Stress

Grievances can occur because of unusual levels of stress. Stress at work is a serious issue: workers can suffer severe medical problems, which can result in serious under-performance at work, and cause major disruptions to the organisation. Throughout the UK 90 million working days each year are lost as a result of stress, costing employers £1.3 billion. Stress is a workplace hazard in the same way as any other health and safety risk. If you identified some dangerous electric wiring, you would do something about it - you should tackle the signs of stress in the same way. Thus the responsibility for reducing stress at work lies both with employer and employee, and both should learn to identify stress and its causes, and seek to remove them.

Q. One worker has put in a grievance against another worker, and now that worker has put in a grievance against the first worker...how should we deal with this?

A. It is not unusual for a worker who has had a grievance taken out against them to respond with a counter grievance. Some line managers have been known to respond to a grievance with discipline, and some workers have responded to disciplinary action by taking out grievances, and so on. The general rule is to deal with these in order - first come, first served! Complete dealing with each complaint before you deal with another one, and try not to allow (if at all possible) one complaint to influence how you deal with another one.

It is also important to re-emphasise that it is entirely inappropriate and wrong for a manager to discipline a worker in response to a worker bringing a grievance.

Q. A worker has a grievance against their immediate line manager. The procedure says they should in the first instance go and speak to him or her if they have a grievance, but they have refused to do this and come straight to the management committee. What should we do?

A. If a worker has a grievance against their immediate line manager the procedure should include ways of dealing with this. Most procedures will expect the worker in the first instance to complain directly to their line manager if they feel able to do so - however there will be occasions where this is not possible, especially in cases of harassment. In any case there should be an alternative route for workers to take their grievance, and that should be to the management committee via an agreed member. However, if your management committee finds this situation difficult to deal with you can, if necessary, arrange for independent advice and support, which can be organised through LVSC.

Q. A worker has a grievance against the whole Management Committee - how are we supposed to deal with this situation?

A. This is, unfortunately, a common problem that is difficult to deal with, especially in small voluntary organisations. If a grievance is against an individual management committee member then that can be easily handled in the same way grievances between workers are handled. But if a worker has a grievance against the management committee as a whole this is a serious situation, which should be dealt with carefully, sensitively and fairly. 

The worst possible approach a management committee can take to a worker with a grievance against them is to discipline the worker concerned. There have been some horrendous cases like this leading to incredibly vicious disputes involving numerous people from inside the organisation and from outside agencies, ultimately leading to disaster for the whole organisation.

If there is this kind of dispute between a worker (or workers) and a management committee, and it cannot be solved by people sitting down and talking to each other, then the only solution is to bring in someone from outside to mediate, or arbitrate. If you are reaching this stage you would be well advised to contact an independent outside agency such as LVSC for advice.

Q. We have received a letter from our employees' trade union saying that our staff have a collective grievance against the management committee. We have no idea how to deal with this, what should we do?

A. Occasionally disputes can occur between management and workers around terms and conditions of employment that result in a 'collective grievance' - i.e. a grievance from all the workers against the management committee. This is hard to deal with within the grievance procedure, and should be dealt with through normal industrial relations methods - i.e. negotiation, conciliation, arbitration - normally negotiations will be dealt with by workers' trade union representatives. The answer to the above question is to contact the trade union representative and to set up a meeting to discuss the problem.

Q. One of our workers claims she has been harassed by another member of staff - how should we deal with this?

A. If a worker complains of harassment by another worker, this should be treated extremely seriously, and dealt with, if proven, through the disciplinary procedure. The key to this is investigation - all complaints like this must be thoroughly investigated to ensure an appropriate response. Employers have a legal obligation to protect their staff from harassment, and the most well meaning of employers can find themselves in court facing a discrimination charge if they have failed to protect a worker from being harassed. Organisations should have a policy for dealing with harassment - sexual harassment, racial harassment or any other type of harassment, which should make it clear that such behaviour is not tolerated. 

It is also a good idea to have a policy for dealing with harassment when it is carried out by other people - for example service users or management committee members. Examples of good policies exist, and are available from LVSC. 

A point to remember is that the Criminal Justice Act made "intentional harassment" a criminal offence, punishable by six months imprisonment and/or a fine of £5,000. Under the Act the nature of the harassment is not defined and therefore covers a wide range of harassment on the grounds of gender, race, disability and sexuality. Use of threatening, abusive or insulting words with the intention to cause distress, alarm or harassment in a private or public place is now criminal, and anyone suffering this harassment can complain to the police. Any policy on harassment should contain this information, so that anyone who is harassed knows their rights.

Q. A worker has brought a grievance, and we have decided the grievance is well-founded - what do we do now?

A. If after investigating the grievance and holding a hearing you come to the conclusion that the grievance is well-founded, it is your responsibility to come up with a solution to the problem. If it looks like disciplinary action against another worker is necessary - take that action. Otherwise, it is important to listen to the aggrieved worker, who may have an idea for solving the problem, and to discuss with that worker possible solutions. Try and come up with a solution that really tackles the problem -and be sure to monitor the results. It is a very good idea to arrange follow up meetings to make sure things are going ok. If not, you may need to think again.

Q. A worker has brought a grievance, and we have decided there is no foundation to the grievance - now what?

A. If you have come to the conclusion that the worker concerned is unjustly aggrieved, and that there are little or no grounds for the grievance, you will then need to consider exactly why was the grievance brought. Is there a problem with personalities? Is there a problem with communications? Is there another problem within the workplace? Are there other, unstated reasons for the worker bringing a grievance? It is important not to just forget about the whole thing because there was, in your eyes, no justifiable grievance, because even if that is so, something must have upset the aggrieved worker considerably for them to have entered into a formal grievance procedure. So if this happens, try and find out what the real problem is! And take action as appropriate to sort it out. Clearly there is a situation which cannot be left to get out of control - it may be a problem which could be sorted out by developing new methods of communication, or by sending workers on appropriate training - or it may be more serious. The bad news is it's your job to sort out whatever the problem is!

Don't forget however, to allow the worker to appeal if they so wish. They may feel that the original hearing didn't properly cover everything they wanted considered, or the hearing was unfair. Whatever their reason, they must be allowed to appeal.

8 
Summary:

(i) 
Listen to complaints in supervision, try and spot warning signs, make sure workers are not put into too stressful situations, do your best to avoid grievances ever occurring.

(ii) 
Make sure you have a functionable written procedure, then: follow the written procedure: investigate, hold a hearing, allow representation, keep written records

(iii) 
Act quickly - but fairly and consistently

(iv) 
Listen to workers - come up with positive solutions

(v) 
Deal with disciplinary matters (including harassment) through the disciplinary procedure but not until the grievance procedure has been completed, and the substance of the grievance has been confirmed

(vi) 
Deal with all complaints, grievances and disciplinary matters strictly in the order they were brought to your attention

(vii) 
Allow appeals

© David Abse 1997

APPENDIX:  SAMPLE GRIEVANCE PROCEDURE

1. Principles
1.1
The Grievance Procedure applies to all employees of the Association ‑ it exists to ensure that grievance problems at work are solved as quickly and as fairly as possible. It is intended that both employer and employee should view the use of this procedure in a constructive light. 

1.2
The aim of the Grievance Procedure is to settle grievances fairly and it is intended to operate simply and rapidly. Every effort will be made to resolve the issue at the earliest possible stage, and at each stage efforts will be made in order to avoid proceeding to the next stage and to settle the issue amicably.

1.3
In the case of a grievance being taken out as a counter-grievance, or in response to the instigation of disciplinary action, cases will be heard in strict chronological order. Each procedure shall run sequentially - no procedure may begin until the previous one has been completed.

1.4
At each stage of the procedure an employee is entitled to be represented/accompanied by his or her union representative or by any other person of his or her choice.

1.5
The date and time of (any) grievance hearing(s) shall be agreed between the employee, their representative and the representative of the employer (and, where relevant, the person(s) who are subject of the grievance).

1.6
The employee and union representative/friend will be allowed an adequate time to prepare the employee's case, within the time limits as set out below.

2.
The Procedure
2.1
The procedure has three stages as set out below. At each stage of the procedure formal records shall be kept, and the result of each stage shall be confirmed in writing. You are entitled to keep your own records, and also to record your disagreement as to the accuracy of the formal records or of the result.

2.2
At each stage of the Grievance Procedure the person or panel hearing the case shall undertake a full investigation and there shall be a hearing, to allow the employee to put their case, and the person with whom the grievance is against to put their case for defence. 

2.3
The stages of the procedure are as follows:

(i)  
Any grievance should first be raised in writing with the immediate supervisor who should attempt to settle it. If the grievance is against the immediate supervisor, the matter should be raised with the supervisor's line manager (or in the case of the Director, the Chair of the Executive Committee) who will be excluded from involvement at any later stages.

(ii)
If not resolved within ten working days, the matter may be raised with the Chair of the Staffing Sub-committee. The grievance should be set out in writing, dated and sent to the Chair of the Staffing Sub-committee. He/she will convene a panel consisting of not less than two members of the Staffing Sub-committee to hear the grievance. The hearing shall take place within ten working days of the matter being formally raised. The Chair of the Staffing Sub-committee shall ensure that a minute‑taker is present.

(iii)
If still unresolved, the matter may be referred to the Executive Committee (through the Chair), who shall appoint an Appeals Panel consisting of not less than three representatives of the Association. The members of this panel should, if at all possible, have had no direct involvement in the case. One member of the panel shall be elected Chair. The Panel shall ensure a minute‑taker is present.

(iv)
A meeting of the Appeals Panel will be held as soon as possible (but not later than 15 working days from the receipt of the formal notification from the employee).

(v) 
The decision of the Appeals Panel will be final.     




    �	TUC/Department of Health


    � 	Section 1 -3 of the Employment Rights Act 1996.
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