Blaby Parish Council Employment Policy No.6 – Grievance Procedure

EMPLOYMENT POLICY NO.6 – GRIEVANCE PROCEDURE
Introduction
From time to time you may feel unhappy with something at work. We feel that it is
important that there is a clear and transparent procedure for such concerns or complaints to
be dealt with both effectively and in a manner whereby employees feel comfortable to raise
such issues.
It is usually in the best interest of both employers and employees to deal with any issues at
an early stage to stop small issues growing into more complex or serious ones. The
following procedures do not form part of your contract of employment.
Informal Procedure
If you feel able to raise any issues informally with the perpetrator or your Manager then
such discussions can frequently solve issues quickly and effectively. However, if the matter
is more serious, or the informal route has not solved the situation, or you do not feel it is
appropriate to raise the matter informally, you should make a formal representation under
this procedure.
If you are being harassed or bullied, this procedure is not normally the best way to raise
such a matter and you should use the procedures outlined in our Bullying and Harassment
Policy as this will be a more appropriate route to solving the problem.
Formal Procedure
If you wish to raise a formal grievance, it is advisable that you put the matter in writing from
the outset. You should give as much detail as possible of the nature of your complaint.
The written complaint should be given to your Manager, or if the complaint involves your
Manager to the Parish Manager or the Chairman of the Staff Committee.
A meeting will be arranged with you as soon as possible to hear your grievance in full. It
may be necessary to suspend the meeting to gather further evidence, or to initiate a full
investigation of the facts. We will aim to resolve the issue as quickly as possible and will
not suspend the meeting unnecessarily.
At the end of the meeting, and after any necessary investigation etc. we will consider all the
evidence gathered. We will notify you, in writing, of our conclusion and what, if any, action
we intend to take to resolve the situation. The letter will outline who your appeal should be
directed to if you wish to do so. We aim to notify you of the decision as soon as is
reasonably practical.
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Appeal
If you are unhappy with the outcome of the meeting and any proposed action, then you
have the right of appeal. You should write to the person detailed in the outcome letter,
within 7 calendar days of the date of the letter, outlining the grounds for your appeal.
We will then arrange to hear your appeal, normally no more than 14 calendar days after
receipt of your letter of appeal. In interests of fairness, your appeal will normally be held by
a different, more senior person, than the one who held the initial grievance meeting.
After full consideration of the matter, you will be informed, in writing of the decision as soon
as is reasonably practical and normally no longer than 14 days after the meeting has been
held.
Right to Be Accompanied
You have the right to be accompanied by a fellow employee of your choice, or by a Trade
Union Official at all stages of the formal grievance procedure and at any subsequent appeal
meetings.
It is your responsibility to arrange for the appropriate person of your choice to be informed
of the matter and the dates of the hearing/s.
If you wish a member of staff to accompany you, then either yourself or the person
concerned, should notify us as early as possible, so that we can ensure that they can be
released from their duties at the appropriate times.
We wholeheartedly support the right to be accompanied and any person who agrees to
accompany a member of staff at any grievance or appeal hearing will not be subject to any
form of detriment as a result of doing so.
Record-keeping
If you choose to use the formal route to resolve your grievance, we will take notes of all
meetings held and these, along with any supporting evidence used will be held on your
personnel file. Details of any action taken will also be kept.
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