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 PURPOSE 

 

The Company is committed to promoting effective working relationships and an environment in which 

employees and consultants feel able to raise work-related issues. This policy provides a framework for 

the quick and effective resolution of difficulties or disputes that may arise in the workplace. The aim of 

the policy is to ensure that if you feel aggrieved about the way you have been treated, you are given 

the opportunity to express your views and to have the issues resolved in a fair and speedy manner.  

 

This policy applies to all employees, consultants and sub-contractors.  

 

 WHAT IS A GRIEVANCE?  

 

A grievance is a real or imagined cause for complaint, especially unfair treatment. It includes a feeling 

of resentment over something believed to be wrong or unfair.  

 

Examples of issues which may cause grievances (which are not exhaustive) includes:  

• Terms and conditions of employment (e.g. pay, working hours)  

• Health and safety concerns or concerns about your working environment  

• The size of your workload, or the nature of the tasks you are being required to perform 

• Being treated less favourable than a colleague in similar circumstances 

• Being subjected to a detriment for unlawful reasons (e.g. because of trade union membership)  

• The implementation of new working practices 

• Organisational change or restructuring of the business 

 

This policy should not bee used for complaints relating to:  

• Alleged malpractice, corruption or illegal acts – please refer to the Whistleblowing Policy. If you 

are directly affected or feel you have been victimised for an act of whistleblowing then this policy 

should be applied.  

• Disciplinary action or dismissal – please refer to the Human Resources Manual 

 

 RESOLUTION PROCEDURES 

 

3.1. Informal resolution procedure  

 

Whenever possible, grievances should be resolved informally without recourse to formal procedures. 

The grievance procedure should not be used as a substitute for normal day to day discussions. Most 

grievances can be resolved quickly and informally through discussions with your line manager. If you 

feel unable to speak to your line manager (e.g. because the complaint concerns him or her), then you 

should speak informally to another manager you trust or the Human Resources Manager.  

 

3.2. Formal resolution procedure  

 

If it is impossible to resolve a grievance informally, then the formal grievance procedure should be 

followed. It is expected that both parties will enter into the formal grievance procedure in good faith, 

with the aim of resolving a particular issue. Any employee, consultant or sub-contractor who deliberately 

provides false information, or otherwise acts in bad faith as part of an investigation, may be subject to 

action under our disciplinary procedures as set out in the Human Resource Manual.  
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3.2.1. Written complaint  

 

You should put your complaint in writing and submit it to your line manager without delay. If the 

grievance concerns your line manager, you may submit it instead to the Senior Management Team or 

Human Resources Manager. You should specify that you wish your complaint to be considered under 

the grievance procedures and set out the full details of the complaint:   

• Reason(s) for your complaint 

• Name(s) of any individuals involved and/or of any witnesses 

• Date(s) and time(s) when any key incidents or events occurred 

• Evidence you have to support your complaint  

 

In some circumstances, we may need to ask you to clarify the subject matter of your grievance, to 

provide further information and clarify your preferred resolution to the matter.  

 

3.2.2. Investigation  

 

Grievances will be investigated in a timely, sensitive and confidential manner. A thorough, impartial and 

objective investigation will be conducted, wherever possible, by someone with no prior involvement in 

the complaint. The investigative process will usually have the following steps:  

1. Initial meeting with complainant: you will be invited to a meeting to give the investigator a full 

account of the events/allegations and to provide details of any evidence/witnesses. You can be 

accompanied by a colleague/trade union representative.  

2. Speak to any witnesses/consider evidence: the investigator may meet with any individuals 

involved and/or any witnesses, and will consider any evidence. If any allegations made relate to 

the conduct of an individual, they will be given an opportunity to explain their version of events 

and/or reasons for their behaviour.  

3. Investigation report: upon completing the investigation, the investigator will submit a report to 

the Senior Management Team or Board nominated to consider the grievance.  

4. Grievance hearing: the Senior Management Team or Board will review the investigation report 

and any evidence/witness statements and fully discuss with the complainant before reaching a 

decision as to whether the grievance is upheld. The decision will be confirmed in writing within 5 

working days with full reasons for any findings.  

 

A written note will be taken of any investigative meetings.   

 

3.2.3. Action following formal procedure  

 

If a grievance is upheld, prompt action will be taken to address the problem. If a complaint relates to 

the conduct of an employee, consultant or sub-contractor, action may be taken against them under our 

Disciplinary procedure.  

 

 APPEAL 

 

If you are not satisfied with the outcome of the grievance hearing, you can appeal the decision within 

one week of being in receipt of the outcome by writing to the Human Resources Manager. The Company 

will hold an appeal meeting after receipt of the appeal notice. A written note will be taken of the appeal 

hearing.  

 

The appeal will be dealt with impartially by the Board who will inform you and any other persons 

involved of the outcome of the hearing. They may confirm or revoke the original decision, or substitute 

a different outcome. This is the final stage of the procedure – there is no further right of appeal.  
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 COLLECTIVE GRIEVANCES 

 

There may be occasions whereby a number of employees, consultants or sub-contractors share the 

same grievance. Whilst the principle of informal resolution is the preferred option, this may not always 

be possible as individuals may have a variety of thoughts and opinions on the matter. As such, where a 

collective grievance becomes apparent, written reasons for the grievance must be submitted to the 

Human Resources department, clearly stating that this is a “Collective Grievance” and identify those 

individuals who are party to it. Having received written notification, Human Resources will commence 

the process as described in sections 3 of this policy.  

 

 PROTECTION  

 

Anyone who makes a complaint or who participants in good faith in any investigation conducted under 

this policy, will not suffer any form of retaliation or victimisation as a result. If you believe you have 

suffered any such treatment, you should inform your line manager or Senior Management Team. If the 

matter is not remedied, you should raise it formally using this Grievance Policy.  

 

 CONFIDENTIALITY 

 

Confidentiality is very important and it is the responsibility of everyone involved in the process to respect 

the high level of confidentiality that is required. Details of the investigation and the name of the person 

making the complaint and other individuals involved must only be disclosed on a “need to know” basis. 

Breach of confidentiality may in itself give rise to disciplinary action under our Disciplinary procedure.  

 

Information about a complaint by or about an employee, consultant or sub-contractor will be placed 

on file along with the record of the outcome and/or any notes or other evidence compiled during the 

investigation process.   

 

 RIGHT TO REPRESENTATION 

 

You are entitled to be represented at any meetings held under this policy by a colleague/trade union 

representative. The companion may make representations or ask questions during the meeting, but 

should not answer any questions on your behalf.  

 

Acting as a companion in voluntary and colleagues are under no obligation to do so. Companions are 

allowed reasonably time off from duties to attend meetings.  

 

For more information, please contact the Director of Finance and Administration.  


