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The grievance procedure
complaints or concerns r
consistent manner. If an €

to ensure that any problems,
dealt with in a fair, timely and
e or complaint regarding:

1.1 their work, working efits, working hours; or

1.2 discrimination on
disability, age, g¢

X, sexual orientation, religion,
al status or ethnic origin; or

1.3 treatment by colled
1.4  their health and sa
1.5 any other issue aff

bnt and bullying; or

bry employment rights; or

it should be raised in line

Complaints in respect of
dealt with as an appeal u

by the Company should be
bdure.

Informal Procedure

2.1 Employees shoulg
with their immedia
discuss any cong
matter within a rg
employee to talk tg
him or her, the e
person <<or the H

2.2 Where the informa
record of the med
action.

5s the grievance or complaint
al basis first. The manager will
b and attempt to resolve the
ere it is not possible for the
br, or if the grievance concerns
talk to the next most senior

parties should keep a written
discussed and any proposed

2.3 If the grievance hg
matter should be d

annot be settled informally, the
 formal grievance procedure.

Formal Grievance Proce
3.1 Written Statement

st send a written statement
ance to the employee’s line

manager w
3.1.2 Whereitis b the subject of the Grievance,
the emplo the written statement to <<the
HR Manag r of equal or greater seniority,

where poss
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3.2

3.3

Grievance Meetind

3.2.2

3.2.3

3.24

3.2.5

3.2.6

3.2.7

3.2.8

3.2.9

Outcome of meeti

3.3.2
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Upon recei t the employee’s line manager
[ be held in order to discuss the
be held without unreasonable
<E.g. 5>> working days after
bd.

he line manager has not had a
der their response to the

grievance.
delay and
the statemsq

The meeti
reasonable

information
Before the stigation of the facts relating to
any allegat y requests for anonymity and

confidentia sly.

The empl a reasonable request, be
accompani suitably certified trade union
representat pbyed by a trade union. The
companion er guestions on behalf of the
employee.

ill be able to address the
ees case as well as confer

The emplo
meeting to

with the e g. They may not, however,
answer qu{ b behalf, address the meeting if
the employ do so or prevent the

efuse to accept a companion

whose pres b grievance process.

The line
every effor
the grieva
insufficient
employee’s

their companions shall make
If the employee fails to attend
planation or seems to make
e hearing may proceed in the

If possible explain how they think the
grievance ¢

If a further br is required then the meeting
should be te before a decision is taken

about how 'S grievance.

Following t tion and without unreasonable
delay the i t in writing the outcome of the
hearing an to be take in order to resolve

the employee of their right to

appeal if th he action taken.
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3.3.3 Any action
to ensure it

3.4  Appeal

3.4.1 Employees
has not beg

3.4.2 The requeq

in writing
confirmatio
3.4.3 The line

3.4.4 The appea

involved in
dealt with t
hearing of
areas of dig

3.45 The emplo
meeting a
communicg
working d
grievance

4, Confidentiality

4.1 Grievances will bg
practicable.

4.2 Confidential recor
personnel file in a
meeting notes will
reserves the rig
witness).

5. Special Cases

5.1 Where a grieva
disciplinary proces
with first.

5.2 The above proced

5.3 [A separate procs
harassment or whi
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and reviewed, as appropriate,
issue.

where they feel their grievance

hte the grounds for the appeal
manager <<or HR Manager>>

ing days of receiving written

e grievance meeting.

urther meeting to discuss the

receiving the request for an

ed of the time and place of the

rtially and, wherever possible,
ho has not previously been
ased seniority to the one who
his appeal hearing is not a re-
consideration of the specific
the original grievance.

b accompanied at the appeal
e appeal meeting shall be

writing within << E.g 5 >>
this point are final and the

degree of confidentiality as is

[l be kept in the employee’s
btection legislation.
ployee, although the Company
formation (e.g. to protect a

he disciplinary process, the
o the grievance can be dealt

ollective grievances.

p for issues involving bullying,

Copies of
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This procedure has been approve

Name: <<lInser

Position: <<lInser psources Manager>>
Date: <<Date

Signature:
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