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Staff Grievance Policy and Procedure

POLICY

· A grievance is a problem or concern that you have which may relate to your work, your working environment or your working relationships.  It may also relate to certain disciplinary action which CAN has taken or is proposing to take against you, particularly warnings.  However it does not normally apply to dismissal or where CAN has imposed a sanction short of dismissal where a separate appeal procedure applies.

· Most problems that are encountered in the workplace can be resolved informally between you and your Line Manager.  Having said this, there is a formal procedure that can be followed if it cannot be resolved informally.

· If your grievance is about equal opportunities, bullying, harassment or discrimination then CAN’s policies/procedures on Equal Opportunities and Bullying and Harassment will be taken into account when considering a grievance.

· This Grievance Procedure is the appropriate way to raise personal issues relating to your specific job or employment.  However it may also be used if you have any concerns at all about the following kinds of wrongdoing at work.

· any criminal offence

· a failure to comply with legal obligations

· a miscarriage of justice

· a health and safety danger to an individual

· a risk of damage to the environment

· or a deliberate concealment of any of these.

PROCEDURES
Informal Process

As most complaints and grievances can be resolved informally by discussion with your immediate Line Manager, the first stage in dealing with most problems is to book a meeting with him/her and talk about it.  Dealing with problems in this way can often lead to a quick resolution, as your Line Manager may be able to resolve the matter directly.

If this is not appropriate or successful you should move on to the formal stages.

Stage 1

· The issue should initially be raised with the line manager, with the grievance being detailed in writing as soon as possible after the event/s giving rise to the grievance.

· If the grievance is against the line manager, then the matter should be raised with the Director, or the nominated member of the Executive Committee in the case of those members of staff line managed by the Director.
· The employee should be informed in writing of her or his statutory right to be accompanied.  The line manager of nominated member, as appropriate, should respond in writing to the grievance within the specified time.

· If the matter is not resolved within seven working days it should be referred to Stage 2.

Stage 2

· The line manager must advise the employee of the right to raise the matter with the director or his/her nominee.  In the case of members of staff who are line managed by the Director the employee has the right to raise the matter with the nominated member of the Executive Committee.
· If the matter is not resolved within 10 working days, a meeting will be arranged with the Director or his/her nominee or member of the Executive Committee, as above.

· If the matter is not resolved within a further 10 working days it should be referred to Stage 3.

Stage 3

· Within ten working days of the failure to agree under Stage 2, a meeting will be arranged with an Appeals Panel nominated by the General Purposes Sub-Committee.

· The Director (or nominee) or the nominated member of the Executive Committee will write to inform the employee/volunteer.

· Other than in cases where the grievance is related to a breach of contract the decision of the Appeals Panel is final.

Stage 4

· If the employee, volunteer or trustee is not satisfied at the conclusion of the procedure stated in Stages 1-3, subject to the necessary advice, he/she may take the appeal to an Employment Tribunal if it is related to breach of conduct.

In all of these stages, an employee may be represented by a trade union official or by a representative or friend, and the time limit may be altered by mutual agreement.

Grievances of a general nature affecting more than one employee should be initiated at stage 2.
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