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1. Policy statement
It is our aim to provide a good working atmosphere in which you feel respect, supported and good working relationships are enabled.  We acknowledge that during your employment you may have concerns, problems or complaints that need addressing.  We want to ensure you feel able to speak up about any concerns that you may have.

Any steps under this procedure should be taken promptly unless there is a good reason for delay. The time limits in this procedure may be extended if it is reasonable to do so.

All those parties involved with the grievance including management, employee and companion will treat the matter in confidence, unless it is mutually agreed that the matter can be discussed with others.

This policy is non-contractual and can be amended at any time.

2. Informal resolution
It is our wish that you should try to resolve any problems through discussion with your manager in the first instance.  In turn your manager should endeavour to resolve differences of interest in a responsible and constructive way as part of good employee relationships.  If, however, this is not possible, the formal procedure applies.

It is important to note that any complaint that is put in writing will need to be treated as a formal grievance and the procedure will need to be followed. This also applies to complaints made verbally that are written down by the person being complained to. In this circumstance it is advisable for the person receiving the complaint to seek clarification from you whether you want the matter resolved informally or whether you are making a formal grievance.

3. Mediation
Prior to proceeding with a formal grievance process, by mutual consent between the [PCC] and yourself, the matter can be referred for mediation and the grievance process will be suspended whilst this in ongoing.

4. Formal Process
4.1. Stage one – making the grievance
If your problems cannot be resolved informally, you need to raise the grievance with your manager, either verbally or in writing, explaining the nature and extent of your grievance(s). If you are raising the matter verbally as a grievance the manager will write down the matters raised and check with you that they have recorded it correctly. 
It is also helpful if you explain how you wish your concerns to be resolved. It may be the case that the manager is able to resolve the matter at this stage and avoid proceeding to a formal grievance. If that is the case, they will record both the matter raised and the resolution and confirm that with you in writing. If they are unable to resolve the matter, then it will proceed, as a formal grievance, to the next stage.

If the grievance is in relation to your manager, please either raise the matter with a [member of the PCC].

Depending on the matters raised in your grievance it may be necessary to carry out some further investigation to gather all the information that is relevant prior to holding a grievance meeting. The amount of any investigation required will depend on the nature of the allegations and will vary from case to case. It may involve interviewing and taking statements from you and any witnesses, and/or reviewing relevant documents.

You must co-operate fully and promptly in any investigation. This may include informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending interviews, as part of our investigation.

We may initiate an investigation before holding a grievance meeting where we consider this appropriate. In other cases we may hold a grievance meeting before deciding what investigation (if any) to carry out. In those cases we will hold a further grievance meeting with you after our investigation and before we reach a decision.

4.2. Stage two – the grievance meeting
You will then be invited to a grievance meeting and will be advised that you can bring a companion. This meeting will be held as soon as reasonably practicable, no later than 5 working days after you raised the grievance, unless it is delayed by mutual agreement. The purpose of the meeting is to enable you to explain your grievance and to discuss how to try to resolve the matters raised. 

If you have a companion, they may make representations to us and ask questions, but should not answer questions on your behalf. You may confer privately with your companion at any time during the meeting. 

The manager holding the meeting will consider what you have to say and any relevant information that has been identified during the investigation if that was needed. The meeting will normally be held with your manager unless the grievance is in relation to them.

After the initial grievance meeting, we may carry out such further investigations and/or hold such further grievance meetings as we consider appropriate.

We will inform you of our decision and of your right of appeal usually within one week of the grievance meeting. We may hold a meeting to give you this information but, in all cases, it will be confirmed in writing. 

4.3. Stage three - appeal
If you are not satisfied with the outcome at stage two, you will be given the right to an appeal. If this is the case you need to put your appeal in writing, including the reasons for your appeal within 5 working days. You will then be invited to an appeal meeting with [a member of the PCC/ the PCC Chair] who has not been previously involved in the procedure. 

The appeal meeting will be held as soon as practicable after the appeal has been received; this will normally be held within 10 working days.

The purpose of the appeal meeting is to consider and try to resolve the grievance(s) you have set out in writing. 

The outcome of the meeting will be confirmed to you in writing, and this is the end of the internal procedure.

5. Right to be accompanied
At any stage during the Grievance Procedure, you have the right to be accompanied by a work colleague or an accredited Trade Union Representative.  This definition of companion is in accordance with the ACAS Code of Practice, therefore requests for relatives, friends or solicitors, to be your companion will not be accepted, unless they already meet the stated criteria. We may at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) where this will help overcome a disability, or where you have difficulty understanding English or where there is no suitable person available to be a companion.

You (and your chosen companion) will be expected to take all reasonable steps to attend any arranged meetings. If there are genuine reasons preventing attendance, then the meeting may be postponed for up to one week.

You must tell the person holding the meeting who your chosen companion is, in good time before the meeting. Employees are allowed reasonable time off from duties without loss of pay to act as a companion, but no-one is obliged to act as a companion if they do not wish to do so.

In some circumstances your choice of companion may not be allowed: for example, anyone who may have a conflict of interest, or whose presence may prejudice the meeting. Your companion should not normally be an employee working at another site, unless no-one reasonably suitable is available at the site at which you work. We may also ask you to choose someone else if the meeting would have to be delayed for over five working days because your companion is unavailable.

A companion may make representations, ask questions, and sum up your position, but they will not be allowed to answer questions on your behalf. You may confer privately with your companion at any time during a hearing.

If an employee indicates that they do not want a companion, this must be noted in the minutes of the meeting.

6. Illness during the process
If you become unwell and are unable to attend the grievance meeting, arrangements will be made to postpone the meeting until after you return to work. If the reason for illness is related to a diagnosis of stress, anxiety or depression and which will delay the meeting for more than a week then we will ask you if you are well enough to attend a meeting before your return to work. It is recognised that raising a grievance can be stressful and holding the meeting and seeking to resolve the matter in a timely way may help to reduce stress. 

We might seek the advice of an Occupational Health Advisor about whether you are well enough to attend a meeting.  If you do not attend a grievance meeting after the second attempt at holding it, then it will be deemed that you no longer wish to pursue your grievance. However, we will still review the matter you have raised and look into ways to address in your absence.

7. Bringing or continuing a grievance once an employee has left
If you resign raising a grievance as your reason for leaving, then this will be dealt with under the normal grievance procedure.

If you raise a grievance after your employment has ended or if you raise a grievance before employment ends and the standard procedure has not been completed at the termination of employment, we will write to ask you whether:
· you would prefer to follow the modified procedure set out below (if you have not already stated your preference in writing), or
· follow the standard procedure 
If you do not respond within one week, we will follow the standard grievance procedure. 

Modified procedure
The following modified procedure will apply if agreed in writing:
· we will carry out any investigations that we consider appropriate
· we will not hold any meetings with you
· we will notify you of our decision in writing, normally within two weeks of agreeing to use the modified procedure; and
· there will be no right of appeal.

8. Reporting illegal or improper conduct 
We operate a separate Whistleblowing (Disclosure of Public Interest) Policy to enable employees to report illegal activities, wrongdoing, or malpractice within the organisation. Use of this policy is limited to matters that relate to a public interest rather than an individual concern which should be addressed through the Grievance Procedure. If the matter is of public interest, but you are directly affected and you would like us to deal with it as a grievance, you can use this grievance procedure. If you are unsure about which way to proceed, please seek the advice.


9. Grievances about disciplinary action
This grievance procedure should not usually generally be used to complain about disciplinary action that we have taken against you. If you are dissatisfied with any disciplinary action, you should submit an appeal under the disciplinary procedure or capability procedure, as appropriate. 

Where a grievance raised is related to the same issues that are being investigated or dealt with it as part of a disciplinary process it may be appropriate to deal with both issues concurrently.

However, if you believe that disciplinary action has been or is being taken against you for a reason which does not relate to your conduct or capability, or for a reason which is discriminatory on grounds related to sex, sexual orientation, race, religion, age or disability, you should submit a grievance in writing to your manager and it will be dealt with as follows:

· If we receive your grievance before the disciplinary appeal hearing takes place, we may deal with your grievance at the appeal meeting.
· In any other case, we will follow this grievance procedure, temporarily suspending the disciplinary process.

10. Grievance against someone not employed by the [PCC]
If you wish to raise a grievance against a person employed by another organisation who you encounter, in the course of your work, we will need to modify the procedure. We would need to liaise with the person’s employer and proceed in line with their complaints procedure, to raise the issue with them in relation to the person. We will endeavour to resolve your grievance and meet with you to discuss the matter, but the process and timescales are likely to differ as we will not be able to manage the process in the same way as an internal grievance.


This policy will be reviewed every two years or sooner if there is a need to do so.



APPENDIX A: Guidance on the role of a Companion

This document is intended to provide guidance to individuals who have been asked to accompany a colleague to a meeting held under procedures set out in this policy.

Should/Can you Attend?
You are entitled to refuse to accompany your colleague, for any reason, if you choose to do so.

If you cannot attend the meeting on the proposed date, liaise with the individual concerned or get in touch with the relevant contact as soon as possible so that an alternative date can be scheduled. This will normally be no more than five working days later than the originally scheduled date.

Prior to the Interview/Hearing
It may be helpful for you to read the relevant sections of the Employee Handbook.
· Ensure your colleague understands the procedure to be followed. If they are in doubt, you or your colleague are to talk to the relevant contact person dealing with the case
· Ensure you are familiar with the full facts of the case and understand your colleague’s views and the issues to be addressed
· Ensure that your colleague has notified the relevant contact person that you will be accompanying them to the meeting

During the Interview/Hearing
During the meeting you may address the meeting in order to:
· State your colleague’s case
· Sum up your colleague’s case
· Respond on your colleague’s behalf to any view expressed at the meeting (but this does not extend to answering questions on behalf of your colleague)
· You and your colleague can confer with each other at any time during a hearing.
If you wish to do so privately, ask the person chairing the meeting to have an adjournment
· You may not answer questions on behalf of your colleague
· You may take notes

After the Interview/Hearing
Write up your notes so that the events remain clear in your mind.  You may also wish to advise your colleague to go to the relevant contact if they are unclear about the process that will follow the interview.
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