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GRIEVANCE POLICY AND PROCEDURES

1.Overview  of The Grievance Policy and Procedures.
This policy and procedures will be operated within the Employment Act 2000 (Dispute Resolution)
(i)The aim of this policy is to help deal with any grievances relating to employment issues fairly and without unreasonable delay. Every effort will be made to investigate any formal grievance raised by you, hold a meeting to discuss it with you, inform you in writing of the outcome and remind you of the right of appeal if you are not satisfied.
(ii)This policy does not comprise part of your contract of employment; it may be amended from time to time.
(iii)The policy will deal with all matters relating to Council employment with the exception of disciplinary proceedings. This procedure cannot be used to complain about dismissal nor disciplinary action
(iv)Some issues which might cause a grievance are: terms and conditions of employment; health/safety; work relations; bullying/harassment; working environment; new working practices/organisational change; discrimination.
(v)Written grievances will be placed on your personal file along with a record of subsequent actions/documents/notes. These will be processed in accordance with our Data Protection Policy 
2.Types of Grievance
(i)Many grievances can be resolved quickly and informally by means of discussions with your line manager. If you feel unable to raise the matter with your line manager you should speak, confidentially in the first instance, with the Chair of Council. If you are unable to resolve the issue you should follow the formal procedure.
(ii)If your grievance cannot be resolved informally, you should put it in writing. Ensure it is dated and submit it to the Chair of Council. Try to be clear, concise and accurate, including relevant facts, dates and names of any individuals involved. You are recommended to keep a copy.  Subsequently, you may be asked to provide additional information. 
(iii)Any employee can raise a grievance in confidence; such action will be free from victimisation.  If issues of illegality arise, this may by referred elsewhere

3.Investigations
(i)It is likely that it will be necessary to carry out an investigation into your formal grievance. This may involve interviewing and taking statements from you and others, along with reviewing relevant documents. This process normally will be conducted by the Chair of Council who will remain impartial throughout.
(iv)It is important that you co-operate fully and promptly with any investigation, providing information reasonably requested and attending interviews if needs be.  
4.Right to be accompanied.
(i)You may bring a companion to any grievance/appeal meeting. The companion is typically a trade union representative/colleague/friend.  You must notify us in advance of the name of any companion attending. Your colleagues are not obliged to act as a companion. Due regard will be given to finding an appropriate time for a companion to attend.
(ii)At the meeting, your companion may make representations, ask questions and challenge assertions.  They cannot answer questions on your behalf. You can ask to speak with them privately during a meeting.
5.Grievance meetings (hearings).
(i)We will arrange a grievance hearing normally within seven working days of receiving your written grievance. This gives all parties ample time for preparation.
(ii)The panel for the hearing will comprise three serving councillors and the Clerk unless implicated.
(iii)All parties will be notified in advance of the date, time and place of the hearing and provided with a copy of all relevant material. You will be given a hard copy of the Grievance Policy and Procedures document
(iv)The hearing will be held at a place accessible to all parties. Provision will be made for any person with a disability and/or whose first language is not English provided reasonable advance notice is given.
(v)Every effort will be made to conduct the hearing in way which is easy to understand and follow. 
(vi)The prime purpose of the hearing is to enable you to explain your grievance and, importantly, how you think it might be resolved.
(vii)Minutes will be taken at the hearing. Wherever possible, this task will be carried out by an agreed person not actively involved
(viii)It may be necessary for the panel to carry out further investigations following the hearing and, possibly, call a further meeting. 
6,Outcomes/appeals
(i)We will write to you usually within seven working days of the final hearing to advise you of the outcome of your grievance and any further action proposed. Additionally, we will remind you of your right to appeal. If appropriate, we may hold a short meeting to give you this information in person.
(ii)Should you wish to appeal, you must state in writing your reasons for the appeal and submit the request  to the Chair of Council within seven working days of the date of the outcome letter.
(iii)We will hold an appeal hearing normally within seven working days of receiving your letter seeking an appeal. This will be conducted by a panel of three different serving councillors.  These councillors will not have had any involvement with the matter.  You again have a right to bring a companion.
(iv)We will inform you of our final decision in writing within seven working days of the appeal hearing. This is the end of the procedure. There is no further appeal
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