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If you have a grievance relating to any aspect of your employment you should follow the
procedure set out below.

1. You should first raise the matter with your immediate supervisor. This will be done in
confidence giving full details to the supervisor to allow him or her to fully consider your
grievance

2. If your supervisor fails to resolve the matter within five working days of you raising the

matte with him or her, you should refer the matter in writing to the
manager/administrator responsible for the area within which you work.

3. Full details of your grievance together with all related correspondence will be filed in
your personnel file unless you request in writing this not to be done.

4, If you so wish you may be accompanied and assisted at all stages of your grievance by
a friend or union representative who must also be an employee.

GRIEVANCE PROCEDURE

1. Procedure generally

If, during the course of employment, an employee has a grievance concerning any matter
relating to his/her employment the following procedure is available where informal discussion
is considered inappropriate by the employee or has failed to achieve a resolution of the
grievance. All grievances must be treated seriously and be resolved speedily and with
flexibility of approach.

2 Stage 1 procedure

2.1 In the first instance, an employee with a grievance should report it to ..............
either verbally or in writing.

2.2 The line manager must arrange a meeting with the employee to discuss the
grievance at the earliest practicable opportunity.

2.3 Promptly following the meeting having taken place the manager must produce a
written report confirming the substance of the grievance, the main points discussed
and any agreement reached including any agreed course of action.

2.4 A copy of this report must be given to the employee and a copy placed on the
employee’s personnel file.

2.5 If, as a result of the meeting further investigation is to be undertaken, the line
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manager must report in writing expeditiously upon the conclusion of such further
investigation or action, and a copy of this report must be given to the employee and
a copy placed on the employee’s personnel file.

3 Stage 2 procedure

3.1 If the matter is not resolved at Stage 1 the employee may within five working days of
receiving the report of the outcome of Stage 1 or (where applicable) within five days
of receiving the report consequent upon further investigation or action, report the
grievance in writingto .......................

3.2 s shall arrange a meeting with the employee to discuss the grievance at the
earliest practicable opportunity.
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