nce Procedure / Letters

Guidance Notes for Emplq

1. Introduction

1.1 Please note that the
Wales. It does not a

ance matters in England and

1.2 It is important for em e any concerns or complaints
they have with their ¢ eir employer has a procedure in
place so that any sug These Guidance Notes explain
how to use the docu evance sub-folder. It should be
noted that this does b and as such if any queries
arise legal advice sh

1.3 Having a grievance at:

1.3.1 Employees h;
have a compl

ich they can follow should they

1.3.2 Employees h;
without the né

t and can try to resolve matters
bunal.

1.4  An employer should

1.4.1 A copy of the
beginning of {

iven to all employees at the

1.4.2 Employees a ievances with ease and

confidentially

1.4.3 Even where g
outlining:

1.4.3.1 The n;
1.4.3.2 The df
1.4.3.3The rg

mally a written record is kept

ions taken;

1.5  Where necessary tra
representatives.

for managers and employee

1.6 Employers should:

1.6.1 Deal with grie
meetings, deq

buld not unreasonably delay
those decisions;

1.6.2 Carry outan 5 to establish the facts of the

case; and
1.6.3 Allow employ: t any formal grievance meeting.

1.7 Employees may see
or colleagues.

other employee representatives

1.8 Where the company Iternative manager, then the
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same manager must
grievance is against

airly and objectively even if the

1.9 If the grievance high
these should be add

bolicies, procedures or conduct

2. Informal Procedure
2.1 If a matter can be res eficial for both the employer and
employee to do so. ssion as to the employees
complaint allows the ction to resolve that issue.

2.2 Where a matter has
letter to the employe
been agreed upon.

v, the employer should send a
ussed and what actions have
etter (EMP.DISC.04).

3. Stage 1 — Written Stateme

3.1 Where the informal (g
employee has decidd
an informal discussid
by sending a letter tq
Employee Grievance

tisfy the employee or an
outlining their grievance without
cknowledge such a statement
a grievance meeting. See
RIEV.02).

Ild make every effort to attend
tive time and date should be

. The employee may offer a
the original date if their chosen

3.2 Employers, employe
the meeting, and whg
offered to ensure the
reasonable alternati
companion cannot a

4, Stage 2 — Grievance Meeti

4.1  Atthe grievance me¢
outline their grievang
resolved.

d be given the opportunity to
ink the grievance could be

4.2 The employee may K
be aware that the co

4.2.1 May address
4.2.2 May confer

peting and the employer should

up the employee’s case;
he meeting;
4.2.3 May not ans loyees behalf;

4.2.4 May not addr ployee does not wish them to;

4.2.5 May not prevs blaining their case

4.3 Copies of meeting reg
circumstances e.g. t(

the employee, except in certain

4.4 Document Guidance
checklist to help preq

btings (EMP.DGG.04) contains a
evance meeting.
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5. Stage 3 — Outcome of Me¢g

5.1 Following the grieva
of the meeting. This
founded or not. See

5.2 Employers should be
may have an impact

5.3 Employers should e

appropriate, to ensu ly dealt with.

6. Stage 4 — Appeal

6.1 If the employee is u
grievance has not bg
Should the employed
the appeal and setti
Grievance Appeal M

6.2 Once the appeal me
employee a respons
Employee Grievancg

7. Special Cases

7.1 Collective grievance
Procedure, rather a

7.2 If the grievance is ra
process should be s

7.3 If the grievance and
concurrently.

7.4  [If appropriate emplo
be referred to for iss
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must put in writing the outcome
5 of whether the grievance was
beting Decision (EMP.GRIEV.03).

ons taken to resolve a grievance
may also feel aggrieved.

n is monitored and reviewed, as

e of the meeting and feel their
they have the right to appeal.
ould send a letter acknowledging
eeting. See Employee

employer must send the
bion made by the employer. See
se (EMP.GRIEV.06).

using the above Grievance
pdure should be used.

y process, the disciplinary
pvance to be dealt with first.

ated, they can both be dealt with

a separate procedure which can
assment or whistle blowing.]



