	

	MANAGER'S e-HANDBOOK : EMPLOYEE RELATIONS : 
GRIEVANCE PROCEDURE
Introduction
All employees have a contractual right to express a grievance. The purpose of this Procedure is to provide a framework for dealing with grievances which will promote a consistent and effective approach and within which all parties can work to achieve a satisfactory resolution.
Statement of Principles
All employees, managers and their staff, have a responsibility to maintain harmonious working relationships. Employees rightly have an expectation of fair treatment at work and RBK is committed to ensuring that employees are treated fairly and consistently in all matters relating to their employment. However, there may be occasions when employees feel they have not been treated fairly; the purpose of this Procedure is to deal with matters of perceived unfairness. The Council recognises that unresolved grievances may damage and lead to a breakdown in harmonious work relations. Accordingly the Council is committed to ensuring that grievances are addressed and resolved promptly, and wherever possible at the lowest level, so that effective working relationships are maintained.
Definition and Application.
A grievance is a complaint held by an employee, or group of employees, about matters relating to their employment. A grievance will generally relate to perceived unfairness in the exercise of management discretion in applying the Council's policies. Examples could include:
· timing of annual leave 

· access to training 

· working conditions 

· working arrangements 

· payment of allowances. 

If a problem is to be addressed through the Grievance Procedure, it must be capable of resolution by the Council. Accordingly the Procedure cannot be used to address issues which are outside the control of the Council, for example:
· complaints about national collective agreements 

· complaints relating to any entitlements determined by statute. 

The Grievance Procedure will not be appropriate for addressing every employment problem which may arise.The Council has a range of employee relations policies to ensure fair and consistent treatment and there are other formal procedures appropriate to particular issues for example:
· Procedures for Dealing with Problems at Work involving Conduct/Capability 

· Procedure for Dealing with Racial or Sexual Harassment; 

· Recruitment Complaints Procedure; 

· Job Evaluation Grading Appeals Procedure. 
· Procedure for Dealing with Staffing Reductions
The Grievance Procedure accordingly does not apply in the case of disciplinary and dismissal matters, or to any other matters which are covered by a separate procedure.
The Grievance Procedure is also not to be used as a mechanism for appealing against action taken under any other separate procedure. Formal Appeal arrangements are provided for in those procedures.
Scope
This procedure applies to all staff except those employees of schools and colleges for whom a separate procedure, adapted for a schools environment, has been developed for adoption.
This Procedure will not apply to those on probation or employed on a temporary basis.However , any grievance will be addressed in the spirit of this Procedure.
Responsibilities for the Conduct of the Procedure
A grievance should normally be addressed informally in the first instance by the line manager who should be best placed to deal with it. However, where a grievance remains 
unresolved the Procedure provides for a formal hearing conducted by a manager who has not previously been directly personally involved in the question under consideration. If the grievance remains unresolved following a formal hearing there will be scope for a second formal hearing conducted by a more senior manager, also with no previous direct involvement in the case. Human Resources Services' representatives will be available to advise on the application of the Grievance Procedure and to assist and advise at formal hearings under the Procedure.
Representation
All employees are entitled to be accompanied at the formal stages of the procedure by a Trade Union representative, work colleague or other person of their choice. This person is referred to in the procedure as the employee's "representative".

Timescales
Every effort should be made for a grievance to be dealt with as quickly as possible. Normally, at the informal stage, an employee should receive a response within seven working days. However, some matters may require more time for a full investigation. With regard to formal grievance hearings, while it is unlikely to be practicable for hearings to take place within seven working days of a formal grievance being registered , arrangements for a formal hearing will normally be notified within that period. All parties shall have a responsibility to agree the earliest date possible for a formal hearing taking account of the availability of all those involved. 
Grievance Procedure
Stage 1 Informal
If an individual or group considers that they have a grievance, they should arrange to discuss the matter directly with their line manager. If , after discussion , it is necessary to pursue the matter the employee should seek the advice of a representative who may re-open the discussion with the manager. 
It is a fundamental principle of the Procedure that grievances should be addressed and, wherever possible, resolved at the lowest level. It is anticipated that the majority of grievances should be capable of resolution at the informal stage, without the necessity of recourse to the formal stage of the Procedure. However, where the employee considers the grievance remain unresolved following discussion, it should be registered in writing for further consideration under the formal stage of the Procedure.
Stage 2 Formal Procedure
Registering a Formal Grievance
The employee should set out the details of the grievance and the reasons why he/she is dissatisfied with the line manager's response on a Grievance Form available from Human Resources Administration. The employee should send the fully completed form together with any supporting documentation to the Head of Department, with copies to his/her representative and Human Resources Services.
Grievance Hearings
First Formal Hearing.
The Head of Department or other nominated senior officer will make arrangements for a formal hearing to discuss the grievance at which he/she will be assisted and advised by a Human Resources Services representative.
The Procedure for the hearing (attached) will provide the opportunity for the employee to amplify the grievance and for the line manager to explain the basis for the response to date. The employee should submit any further written representations which he/she wishes to be considered , in advance of the hearing. The line manager should circulate a written response to the grievance together with any relevant documentation in advance of the 
hearing,as a basis for discussion at the hearing. The scale of the the manager's written response will be proportionate to the complexity of the issues under consideration.
Outcomes of Hearings
The manager conducting the hearing will determine whether the grievance is upheld or dismissed, in whole or in part. Where a grievance is upheld the manager will determine action to resolve the matter. 
The manager will also consider whether there are any implications arising from the issues discussed which require separate action and, if so, will put appropriate arrangements in place for these to be addressed..
Both sides will be informed of the outcome of the hearing in writing, normally within seven working days of a decision being reached.
If, following notification of the outcome of the hearing, the employee considers the grievance remains unresolved it may be referred for further consideration in a second formal hearing .
Second Formal Hearing
A request for a second formal hearing must be registered within seven working days of receipt of the letter confirming the outcome of the first formal hearing. A second hearing will be convened and conducted by a senior manager who has not previously been directly personally involved in the case. It is anticipated that the second formal hearing will normally be the final internal stage of the Grievance Procedure although there will be scope in exceptional circumstances, where a grievance remains unresolved at this stage, for consideration by a panel of members of the Staff Consultative Committee.
NOTES
Group Grievances .
Where a group of employees has a grievance which cannot be resolved by their line manager at the informal stage of the Procedure, the grievance will be addressed through the formal procedure set out above. However, while all parties to the grievance will attend the formal hearing, in the interests of all parties to facilitate the procedure for the hearing,the group shall choose a spokesperson to present the grievance with the assistance of a representative .
Grievance Hearings
Grievance Hearings will normally be conducted by managers within the same Directorate as the employee/s concerned. However, in certain circumstances it may be necessary for a Grievance Hearing to be conducted by a Manager from another Directorate.
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