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Grievance Policy Statement

The Aim of the Policy

1. The aim of this policy is to ensure that questions and problems arising in the course of employment can be raised and resolved quickly, in a fair and reasonable manner, at the lowest level possible within the Council.

Definition of Grievance

2. An employee may at some time have problems or concerns with their work, working conditions or relationships with colleagues that they wish to raise with management. They want the grievance to be addressed, and if possible, resolved. It is also clearly in the Council’s interest to resolve problems before they can develop into major difficulties.

Who this Policy applies to

3. This policy applies to all employees, whether full-time or part-time, permanent or temporary. However, the governing body of a school is responsible for developing and implementing its own grievance procedure. Employees appointed by the governing body to work in a school must use that school’s grievance procedure.

Commitments 

4. Grievances are best dealt with at an early stage, informally, with an immediate line manager. However, the Council has a formal procedure to handle cases left unresolved. Pursuing the formal route should be a last resort rather than the first option.

5. All problems or concerns raised will be carried out in the strictest confidence, unless otherwise agreed with the parties involved, and will not prejudice the aggrieved employee’s current employment or future career prospects.

Additional Information

6. This applies to grievances raised in relation to the following:

· Terms and conditions of employment

· Health and safety

· Changes to working practices

· Organisational changes

· Fair treatment and relationships at work (excluding issues which should be dealt with under the Council’s Bullying and Harassment Policy)

· Discrimination

7. However, it does not cover:

· Job evaluation appeals

· Grading

· Disciplinary outcomes

· Recovery of Salary overpayments
· Terms and conditions where they have their own Appeals mechanism
Other Council policies, procedures and guidance that are linked to or relevant to this policy:

· Redeployment Policy

· Bullying & Harassment Policy 

· Capability Procedure (To Be Developed) 

· Code of Conduct for Local Government Employees 

· Confidential Reporting Code 

· Employment of Part-time and Fixed-term Employees - Guidance for Managers 

· Expiry of Fixed Term and Temporary Contracts 

· Fraud and Corruption Policy 

· Disciplinary Procedure 

· Redeployment Policy 

· Redundancy Policy 

Useful Contacts

	Department for Business, Enterprise & Regulatory Reform (BERR)

1 Victoria Street 

London

SW1H 0ET

0207 2155000

www.berr.gov.uk

	ACAS

Cross House 

Westgate Road

Newcastle upon Tyne

NE1 4XX

0191 261 2191

www.acas.org.uk

	UNISON

New Century House

West Street

Gateshead 

NE8 1HR

0191 4776638

info@gatesheadunison.co.uk
	GMB

1 Mosley Street 

Newcastle upon Tyne

NE1 1YE

0191 233 3930

www.gmbnorthern.org.uk


Grievance Procedure

Informal Procedure

1. Problems in the workplace can best be resolved through discussions between an employee and their line manager. If an employee has a grievance in connection with their work they must, in the first instance, discuss it with their supervisor or line manager and attempt to resolve it informally. If an employee does not wish to approach their manager themselves, they can ask their trade union or workplace representative to speak to their manager informally on their behalf. If the matter is not resolved the formal grievance procedure may be used.

Formal Procedure
2. The parties referred to may on occasions, and by mutual agreement, modify the time limits referred to in this grievance procedure.  Any other amendments to the procedure should be discussed and agreed with the employee concerned or their representative.

3. Employees who want to ensure their grievance moves to the formal procedure must complete section 1 of the grievance form and forward it to a supervisor or line manager who is not the subject of the grievance or in certain circumstances the employee can approach Human Resources. Failure to complete this form will result in the grievance not being considered. 

4. The employee should retain a copy of the form for reference purposes and forward a copy to Human Resources. 

5. The supervisor or line manager, not the subject of the grievance, should invite the employee to attend a meeting to discuss the grievance within 5 working days of receiving the form. The employee can be accompanied by their trade union representative or a colleague.

6. The employee should be invited, in the meeting, to restate and expand upon their grievance including how they would like to see it resolved. Consideration should be given to adjourning the meeting for any investigation into the grievance that may be necessary. This should be undertaken without unreasonable delay and the employee should be informed when they might reasonably expect a response. Once this is done the meeting can be reconvened. 

7. The supervisor or line manager should respond in writing to the grievance, whether or not they support it, within 2 working days of the last meeting. They must also complete section 2 of the Grievance Form. They should retain a copy of the form and return the original to the employee. A copy must also be sent to Human Resources. 

8. If the grievance remains unresolved the employee must be informed how they may appeal to a more senior officer.

9. Depending upon the circumstances and if it assists the process and brings resolution to the grievance an Officer who has no knowledge of the section/service could carry out an independent investigation. In these circumstances a nominated officer will be put forward by a senior officer within the service. Any objection by the employee to the nomination should be given due consideration if their objections can be justified.

10. Copies of any formal minutes taken at meetings should be given to the employee unless under certain circumstances (e.g. to protect identity of a witness) you might blank out names or some other identifying information.

Appeal to a Senior Officer 

11. If the grievance is unresolved, the employee or their representative should submit the grievance to their Head of Service in writing within 5 working days of receipt of the letter confirming whether the grievance is supported or not.  The Head of Service (or other senior nominated officer) may wish to consult Human Resources if necessary.

12. The Head of Service should arrange a meeting with the employee within 5 days of receiving the grievance. The employee can be accompanied by a trade union representative or colleague.  At the meeting the employee should be invited to state why they remain dissatisfied with the outcome of their grievance.

13. The Head of Service (or other senior nominated officer) should confirm the decision in writing whether or not they support the grievance. This should be done as soon as possible and in any case, no later than two working days after the meeting. They must also complete section 3 of the Grievance Form. They should retain a copy of the form and return the original to the employee. A copy must also be sent to Human Resources.

14. If the grievance remains unresolved the employee must be informed how they may appeal to the Personnel Appeals Committee of the Council They should also be informed this is the final stage of the grievance procedure.

15. If a Head of Service has a grievance which cannot be resolved informally, they should submit it in writing to their Group or Strategic Director.  

Personnel Appeals Committee 

16. If the grievance remains unresolved, the employee may, either personally or through their full-time trade union representative, submit a written request (with reasons) for a hearing by the Personnel Appeals Committee of the Council. This written request  should be submitted to the Strategic Director, Legal & Corporate Services within 10 working days of receipt of the letter confirming if the grievance is supported or not. The Personnel Appeals Committee constitutes the final forum within the Council for consideration of grievance issues.

Post employment grievance procedure
17. This procedure applies where an employee has ceased to work for the Council and, before they left:
· The manager was not aware of the grievance, or


· The manager was aware of the grievance but the formal procedure had not commenced.

18. The former employee should put their grievance in writing to a manager who is not the subject of the grievance. The manager must then respond in writing within 5 working days of receiving the grievance or as soon as possible depending on the issue.

19. The grievance should be fully investigated and the formal procedure above must be followed, however the Personnel Appeals Committee stage of the procedure will be heard by their Group or Strategic Director. Therefore the relevant Group or Strategic Director constitutes the final forum within the Council for consideration of post employment grievance issues.
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