Grievance Policy & Procedure
1.
Policy

1.1
Factors 

An employee may have a grievance about a variety of factors that affect their well-being and ability to do their job.  These can include:

· Harassment

· Intimidation

· Incompetent colleagues

· A dangerous work environment

· A lack of resources to do the job

· Too great a work load

· Bullying

· Unrealistic demands

The Management Committee (MC) of THE ORGANISATION recognises the seriousness of the factors mentioned above and will take seriously any grievance, dispute or complaint directed at its employees or members of the MC.  THE ORGANISATION is committed to creating an open and honest environment that seeks to encourage employees to raise at times sensitive and difficult issues early, thus hopefully facilitating swift resolution.  Failure on the part of the MC to adequately address the grievance of an employee could lead to their inability to perform their contracted duties.  This may lead to resignation and leave the organisation open to a claim of ‘constructive dismissal’.

1.2
Commitment

All employees will be given a fair hearing concerning any grievance they may have, with the procedure laid out in section 2 below.  All grievance or dispute matters will be investigated in an atmosphere of transparency and open reporting.  Employees have the right to be accompanied by a nominated colleague/friend or trade union official when raising a grievance.

The MC aims to deal with all matters of grievance with sensitivity, giving all parties open access to information and ensuring a fair hearing is given to all.  In certain matters, particularly those identified as cases where MC does not believe it has the necessary expertise, the MC reserves the right to seek specialist, external advice.

1.3
Third party hearing

Where the grievance or dispute cannot be sorted out within the organisation, the MC may resort to mediation using the services of agencies such as ACAS or NCVO’s mediation service.

1.4
Disciplinary action

The MC recognises that when the grievance procedure has been followed, THE ORGANISATION may have to take disciplinary action against an employee or member of the MC (see Disciplinary Policy & Procedure).  The MC will undertake this duty in a swift appropriate manner, following due process.

2.  Procedure

This procedure should be followed to settle all disputes and grievances raised by an employee against another employee or a member of the MC.  The purpose is to resolve the matter to the satisfaction of all parties, fairly, simply and quickly.  Employees should be encouraged to engage in early reporting of grievance matters so there is no unreasonable delay in the implementation of the procedure.

a) Any grievance should first be raised informally by the complainant with the person involved.
b) If this does not resolve the matter then the complainant should speak to their line manager about the issue, making a verbal complaint.  If the person implicated in the grievance is the line manager then the verbal complaint should be directed to the Director or Chair of the MC.
c) The line manager will attempt to affect a resolution at this stage in a fair and responsive manner.
d) If the matter remains unresolved then the complainant should put the issue in writing to the Chair of the MC.  The Chair will allow the complainant an opportunity to present their grievance at an interview to be held within 21 days of the written details being received.  The complainant can be represented by or supported by a colleague or trade union official at this meeting.

e) If the matter remains unresolved at this stage then the grievance will be put before a panel or sub-committee designated for this purpose by the MC.  This panel will meet within 21 days of the instruction from the Chair and consider the written evidence of the grievance put before it.  The complainant shall be entitled to be present and represented by or supported by a person of her/his choice.

f) The decision of the panel will be given in writing to the employees concerned within 14 days.  Any disciplinary matters to be instigated as a result of the decision of the panel will begin without delay.  (See Disciplinary Policy & Procedure.)
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