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TITLE:
GRIEVANCE - STAFF

PURPOSE/SCOPE:
To ensure that all staff grievances are settled fairly, speedily and as near to the point of origin as possible.

RESPONSIBILITY:
For completing GREIV form lies with the employee wishing to make a formal grievance.


For appointing Hearing Panels and arranging Hearings lies with: -

STAGE 1  
Immediate Line Manager.

STAGE 2 
Division Leader / Unit Leader.

STAGE 3 
Depute Principal, all in conjunction with the Personnel Department


For arranging investigations, lies with the manager of the member of staff raising the grievance



For notification of decision, lies with person arranging Hearing as detailed above.

In the case of Section 6 of this procedure -

PRINCIPAL - Secretary to the Board

SECRETARY TO THE BOARD - Principal

DEFINITIONS:
GRIEV FORM:

This formalises a grievance by an employee.

APPENDICES:
GRIEV:
Notification of Grievance Form


GRPSG:
Grievance Procedure Summary Grid


GRGN:
Grievance Guidance Notes for Managers


GRHEAR:
Grievance Hearing Process 

RELATED

INFORMATION:
Policy 1:2 - Equality and Diversity 


Procedure 4:2:3 – Disputes


Procedure 7:1:18 – Violence at Work


ACAS Handbook on Grievance Procedures

ORIGINATED


APPROVED




DATE


Personnel Department



1.0
GENERAL
1.1
Where possible, any member of staff who is concerned about his/her contractual position or general conditions at work, will attempt to resolve these informally with his/her immediate line manager or the Personnel Manager. Also where an employee has a grievance against the Principal or an SMG Member, the employee should try to resolve the matter informally.

1.2
Where the management structure allows the formal procedure will contain three stages. At all stages of the formal procedure, a confidential record will be kept, in accordance with the Data Protection Act 1998, by the personnel department.

1.3
This procedure is written on an individual basis but will also apply to a group of employees having a common grievance.

1.4
Board representatives from lecturing/support staff and student representatives will be excluded from membership of any grievance panel.

1.5
At all times throughout the formal grievance hearing procedures, an employee has the statutory right, if he/she requests it, to be accompanied by a trade union representative or work colleague and to be informed of this right.  Prior to this stage, where matters remain informal, the statutory right of accompaniment does not arise.  At every formal stage, a member of the Personnel Department will be in attendance.
1.6
If the aggrieved employee wishes to request the attendance of another employee, or other employees, to support his/her case, then this should be raised prior to the hearing date, so that arrangements can be made for staff to be available.  Alternatively, signed statements may be submitted to the hearing.  Similarly, where a manager is hearing a grievance and considers it useful to call upon another member of staff to provide information, appropriate arrangements will be made in advance of, or during, the hearing.

1.7
Where an employee has a complaint concerning another employee, the line manager of the complainant will be asked to investigate and decide upon appropriate action.

1.8
Where grievances are raised against another member of staff or manager, the member of staff or manager will be informed prior to any investigation commencing.  The investigator will be responsible for ensuring that natural justice prevails.

1.9
In the case of alleged discrimination/harassment, Stage 1 (Section 2) of the procedure will be disregarded and the aggrieved employee should proceed as at Stage 2 (Section 3).  In cases of bullying and harassment, investigations should be carried out immediately after the events are reported.

1.10 On receipt of a GRIEV form, the Personnel Manager will inform the Assistant Principal – HR and Quality Development.

1.11
Exclusions and Amendments

1.11.1
Disciplinary matters


All matters of discipline are specifically excluded from this Grievance procedure.  These will be dealt with as per Disciplinary Procedure 4.2.1.

1.11.2
Grading Queries


Staff with queries regarding grading, shall in the first instance, approach the Personnel Manager, who will investigate accordingly and notify the employee.  If the employee is dissatisfied with the result and/or the remedy suggested, then the matter will be pursued through the normal grievance procedure.

1.11.3
Pay Queries


Staff with queries regarding the calculation of pay shall in the first instance approach the Personnel Department, where these queries will be duly investigated.  If necessary, arrangements will be made to avoid hardship.

1.11.4
Timescales


Hearings will be held in accordance with the procedure.  However, if there is an unavoidable delay, all parties should be notified in writing, stating the reasons for the delay and when further information or a response can be expected.

2.0
FIRST STAGE

2.1
If the matter has not been resolved informally, and the employee wishes to pursue the grievance then the employee will complete a Notification of Grievance Form (GRIEV), available from the Personnel Department and on the College Intranet and return it to the Personnel Department.  Personnel will forward a copy of this form to the appropriate line manager/immediate supervisor (see GRPSG).  The person submitting the grievance should retain a copy of this form.

2.2
The line manager/immediate supervisor will arrange a hearing with the aggrieved employee within five (5) working days to try to resolve the grievance.

2.3
Where a member of staff feels there is a conflict of interest in relation to the circumstances surrounding the grievance, he/she should notify the Personnel Manager and management may appoint an alternative person to hear the grievance.

2.4
If the line manager/immediate supervisor cannot accept the legitimacy of the grievance or provide a satisfactory remedy, then he/she will advise the aggrieved employee as soon as possible of the decision and of the next step open to the aggrieved employee.  This will be confirmed in writing within five (5) working days and copied to the Division Leader/Unit Manager and the Personnel Department.

3.0
SECOND STAGE

3.1
If the employee is still dissatisfied he/she will forward a copy of the completed form GRIEV within five (5) working days of receiving a written response, as outlined in Stage One.
3.2
The employee will send form GRIEV to the Personnel Department who will forward a copy to the appropriate manager for action (see Grievance Procedure Summary).

3.3
On receipt of the completed GRIEV form, the appropriate manager shall arrange to convene a hearing with the complainant, the date and time of which should be notified, in writing, to the complainant within five (5) working days.

3.4
Where a member of staff feels there is a conflict of interest in relation to the circumstances surrounding the grievance, he/she should notify the Personnel Manager and management may appoint an alternative person to hear the grievance.

3.5
The hearing should take place within five (5) working days of the receipt of the form GRIEV.

3.6 The complainant should confirm attendance, as soon as possible, but in any event at least five (5) working days in advance of the date of the hearing.

3.7 A written reply shall be made to the aggrieved employee within ten (10) working days of the hearing.

4.0
STAGE 3 (FINAL STAGE)

4.1
If having received the decision, the employee still remains dissatisfied, he/she may submit a further copy of the GRIEV form within ten (10) working days, to the Personnel Department who will forward a copy to the appropriate manager for action.

4.2
On receipt of the completed GRIEV form, the appropriate manager shall arrange to convene a hearing, the date and time of which should be notified, in writing, to the aggrieved employee within five (5) working days. A hearing will be convened by the Depute Principal within ten (10) working days.  If the employee has been accompanied by a trade union representative, a full-time official may be asked to attend.

4.3
Where a member of staff feels there is a conflict of interest in relation to the circumstances surrounding the grievance, he/she should notify the Personnel Manager and management may appoint an alternative person to hear the grievance.

4.4
The employee or the representative shall be asked to state the grievance to the Depute Principal and may be questioned by the Depute Principal.

4.5
The Division Leader/Unit Manager and the representative of the Personnel Department involved in hearing the case in terms of the Second Stage of this procedure will also attend and may be questioned by the Depute Principal.

4.6
Having heard the grievance, the Depute Principal shall decide on an appropriate response, which will be confirmed in writing to all interested parties within ten (10) working days.

5.0
COLLECTIVE GRIEVANCE

5.1
Where there is a collective grievance, the conditions which prevailed prior to the introduction of the circumstances causing the grievance will continue to apply until the matter is finally resolved..

5.2
No trade union involved in a collective grievance using these procedures will cause, or take part in, or authorise its members to take part in any form of industrial action against the College unless and until the final stage of the procedure has been completed and the Disputes Procedure (4:2:3) invoked.  Similarly, no action will be taken by the College against any employee or trade union(s) involved until the third stage in the procedure has been completed.

5.3
Both parties to any collective grievance should, wherever possible, attempt to reach agreement on interim arrangements to allow work to continue while the procedure is being followed.

6.0
GRIEVANCE AGAINST THE COLLEGE PRINCIPAL OR A MEMBER OF THE STRATEGIC MANAGEMENT GROUP

6.1 Where the grievance is directly against the Principal or any member of the Strategic Management Group, form GRIEV will be completed and passed to the Personnel Manager who will forward a copy to the Secretary of the Board of Management.

6.2 Where the grievance is directly against the Secretary to the Board of Management, form GRIEV will be passed to the Personnel Manager who will pass to the Principal.

6.3 The Secretary to the Board of Management (or if appropriate, the Principal) will contact the Chairperson of the Board.  Hearings will be conducted by a Special Committee of the Board which will exclude staff and student representatives.  The hearing will normally be convened within fifteen (15) working days and the employee may be accompanied by a union representative or work colleague.  The Principal (or if appropriate, the Secretary to the Board) shall be asked to attend and may be accompanied by a representative.

6.4 The employee shall be asked to state the grievance to the Special Committee and may be questioned by the Special Committee.

6.5 The Principal, or Strategic Manager, will also be interviewed by the Special Committee.

6.6 Having considered the grievance, the Special Committee shall decide after the hearing on an appropriate response, which will be confirmed in writing to all interested parties within ten (10) working days.

6.7 In this case, the procedure will consist of a two-stage process with rights to be heard a second and final time by the full Board of Management, excluding staff and student representatives.  The Hearing process will be the same as for (6.3) to (6.6
7.0
REVIEW OF PROCEDURES
7.1
This document will be subject to review within three years from the date of approval.
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