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Grievance Policy 
 
This policy applies to all employees.  It is designed to deal with individual grievances, 
not collective disputes. 
 
Any employee who has an individual grievance relating to their employnment has the 
right to express that grievance.  Grievances should be investigated thoroughly and 
dealt with as quickly as possible.   
 
Attempts should be made to resolve all grievances through informal discussion in the 
first instance and the need to invoke the formal grievance procedure should be 
avoided if possible. 
 
Where a grievance is submitted, there should be no industrial action or other 
changes in working practices until the grievance has been investigated and the 
procedure exhausted. 
 
Procedure 
 
The procedure is as follows: 
 

1. The employee informs the Authority that they have a grievance (this doesn’t 
have to be in writing).  The line manager meets the employee to try to resolve 
the matter informally within 5 working days.  The employee must describe the 
grievance in detail and provide any supporting evidence. 
   

2. Where the matter cannot be resolved informally, the employee must then put 
their grievance in writing, including supporting evidence. The Head of 
Department will proceed to Stage one of the grievance procedure and arrange 
to consider the grievance at a formal meeting.  At the meeting, the employee 
should be allowed to state their case and how they would like to see it 
resolved.  Thorough notes of the meeting should be taken so use of an 
impartial note taker is advised.  The Head of Department will then carry out a 
thorough investigation.  If the grievance is regarding the Head of Department, 
the Chief Executive may nominate an alternative Head of Department to 
investigate.  Following the formal meeting, the Head of Department should 
write to the employee to inform them of the outcome within 10 working days 
(including a copy of the notes from the meeting) and give them the right to 
appeal. 

 

3. The employee should then inform the Head of Department whether they are 
satisfied or whether they are intending to appeal ie to proceed to Stage 2.  
Appeals should be notified to the Head of Corporate Services in writing within 
10 working days of being informed of the outcome of the formal grievance 
meeting.  In the event of no employee response within the 10 working days, 
the grievance will be deemed to have been satisfactorily resolved. 

 

4. Stage 2 appeals will be heard by the Standards and Appeals Committee.  All 
paperwork will be provided to the committee well in advance.  Each party must 
state their case (including calling witnesses if wished but must notify the panel 
of their intention to do so in advance).  The committee will then consider the 
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case and make a decision.  Any decision is final.  There is no further right to 
appeal. 

 

 
It should be noted that employees have the right to representation from a Union rep 
or work colleague at all of the meetings described above.  If they choose to have a 
representative, they must notify the line manager of their intention to do so and the 
identity of the person.  It must be a reasonable request ie they cannot choose to be 
represented by someone who is involved in the grievance. 
 
At all stages, records should be kept regarding the nature of the grievance and the 
actions taken.  Records should be kept confidentially, in accordance with the Data 
Protection Act, and should include: 
 

 The nature of the grievance 

 Decisions and actions taken 

 The reason for the actions/decisions 

 Whether an appeal was lodged 

 The outcome of the appeal 

 Any subsequent developments 
 
Employees have the right to take their case to an Employment tribunal, however they 
must notify the Advisory, Conciliation and Arbitration service first, who will provide 
early conciliation advice. 
 


