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1. INTRODUCTION:-
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1.1. The University's Grievance Procedure is intended to foster good relations between management and employees by encouraging grievances to be discussed, and hopefully resolved at an early stage. 

2. APPLIES TO:-
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2.1. The procedure will apply to all staff employed by the University.

3. SCOPE:-
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3.1. Grievances may be raised about employment issues that directly affect any employee. However, the procedure will not cover :-

· National agreements

· Content of policies and procedures that apply to all staff where agreed by the Joint Negotiating and Consultative Committee; 

· Statutory or regulated Issues relating to payroll administration, pensions, or other deductions. 
· Matters covered elsewhere by other rights of appeal (e.g. discipline)

4. PRINCIPLES:
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The Grievance Procedure is designed to:

· Ensure that grievances are settled promptly, informally if possible and at the level most relevant to the issues being raised

· Ensure staff have an opportunity to air genuine grievances

· Ensure staff have the right to be accompanied by a work colleague / to be represented by a locally recognised Trade Union representative when airing their grievance(s).

· Meet statutory obligations

5. ROLE OF HUMAN RESOURCES
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5.1. The Human Resources Department will, if possible, assist in any processes of mediation and conciliation as well as advising on University and statutory requirements in terms of the process. A representative from Human Resources is required to be present at any formal grievance hearing.

6. ROLE OF WORK PLACE COLLEAGUE OR TRADE UNION REPRESENTATIVE
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6.1. Any member of staff who wishes to raise a grievance has a statutory right to be accompanied at any formal meeting by a work place colleague or trade union representative. The role of the accompanying person will generally be to provide support or advice and / or to formally represent the employee. 

6.2. Where the grievance relates to allegations of harassment or bullying, the alleged perpetrator may also be accompanied by a workplace colleague or Trade Union representative if they so wish at any stage of the proceedings.
.

6.3. The University and the recognised Trade Unions agree that the electronic recording of grievance proceedings is not normally necessary and will not normally take place. However, on an exceptional basis and particularly at meetings where legal action might be an outcome, the electronic recording of proceedings may be permitted with the prior agreement of both parties

7. PROCEDURE
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7.1. In line with Statutory requirements, the Grievance Procedure has three stages, as follows:

Stage 1:

Informal discussion with line manager / Head of Department

Stage 2: 
(if not resolved at step 1): SMT member

Stage 3: 
(if not resolved at step 2) : Vice Chancellor.

7.2. Employees are encouraged in the first instance to raise maters of concerns with their Line Manager.  This should be done at the earliest opportunity and within a reasonable period of the occurrence that caused the grievance.  This is covered by Stage 1 of the procedure.
7.3. It is expected that all grievances will initially be raised through Stage 1 before formal action is taken through Stage 2.  However, where the employee feels unable to raise a grievance through the informal Stage 1 they may proceed directly to Stage 2. 

7.4. If, in exceptional cases, an employee feels unable to use either Stage 1 or Stage 2 of the procedure they must consult with Human Resources about how best to deal with their grievance.
7.5. Wherever possible, all parties in dispute will be invited to the grievance meeting in order to resolve matters together as speedily as possible. It is recognised that in some circumstances, this will not be appropriate and it may be necessary to convene separate meetings. It will be for the chair of the hearing to decide on the most appropriate process.
8. STAGE 1
-
INFORMAL MEETING
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8.1. Most routine complaints and grievances are best resolved informally in discussion with the employee’s immediate Line Manager. Dealing with grievances in this way can often lead to a speedy resolution of problems and can help maintain good employee relations. 

8.2. In all cases, the employee should raise the issue with their immediate Line Manager in writing, stating the nature of their grievance and giving relevant factual background information. (If the employee feels unable to raise it with their Line Manager - e.g. because the grievance relates to their Manager - the employee may lodge their grievance with their Manager’s Manager [i.e. the next senior in Line Manager]. This course of action should be exceptional).
8.3. A meeting will be arranged with the employee within 5 working days from receipt of their letter. At this meeting the Manager will listen to the employee’s grievance, establishing the facts of the case. The employee may be accompanied by a work place colleague or recognised trade union representative.
8.4. If the grievance relates to the application of an employee’s contract / terms and conditions of employment the Manager must check any interpretation with Human Resources.  If necessary the Manager may request to be accompanied by a Human Resources representative. If the grievance relates to a particularly sensitive issue, such as harassment, a Human Resources representative must be present.  

8.5. In all cases the Line Manager will send a written response no later than 5 working days after the meeting detailing their decision or, where the Line Manager feels that further investigation is required, when a decision will be made.

9. STAGE 2 
–
FORMAL MEETING
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9.1. If the employee is dissatisfied with the outcome of the Informal meeting, or they feel unable to raise their grievance at Stage 1, they may then raise the issue in writing with the Senior Management Team member responsible for their Faculty or Department detailing their grievance.

9.2. A stage 2 appeal must be lodged within 10 working days of the receipt of written confirmation of the outcome of Stage 1. This period may be extended in exceptional circumstances at the discretion of the Director of Human Resources. The letter must detail the outstanding grievance issues and the reasons for their continuing dissatisfaction.  

9.3. If the Senior Management Team member has already been involved, the grievance should be dealt with by an alternate member of the Senior Management Team.

9.4. Where appropriate, the Senior Management Team member who is to hear the grievance may appoint another manager or person to investigate and report upon the facts of the grievance more fully prior to the formal grievance hearing. 
9.5. When appointing such a person the Senior Management Team member will ensure, as far as is reasonably possible, that the individual has a neutral standpoint in relation to the grievance.  The manager will be responsible for interviewing relevant parties or witnesses and for collecting any documentation or evidence relevant to the issues being raised. They will produce a summary report to the Senior Management Team member.

9.6. On receipt of the report the Senior Management Team member will meet with the employee raising the complaint. This meeting should take place no later than 15 working days after being notified of a Stage 2 grievance. Where this is not possible the employee raising the complaint should be advised of the reason why the meeting has been delayed and when it is likely to be held. 

9.7. The member of the Senior Management Team will be responsible for deciding who should attend the meeting. This will depend on the nature of the issues raised, the need for any witnesses to present evidence etc.

9.8. At least 4 working days prior to the meeting all parties must provide to the Chair of the meeting, copies of any written evidence they wish to present at the hearing and details of any witnesses they wish to call.  Responsibility for ensuring witness attendance at the meeting lies with the party calling the particular witness.

9.9. At least 2 days before attending the meeting all parties will be provided with copies of any written evidence to be presented and, where appropriate, details of any witnesses to be called and a copy of any report relating to the facts of the grievance.

9.10. Guidance on how the meeting will be conducted can be found in appendix 1.

9.11. No later than 5 working days after the meeting the Senior Management Team member will send the employee a letter either confirming the decision or advising when the decision will be available.

9.12. When advising of the decision, the Senior Management Team member will also notify the employee of their right to appeal should they not be satisfied with the outcome of the formal meeting.

9.13. It is recognised that grievances should be resolved as speedily as possible but also that some cases are more complex and may therefore take longer to resolve than suggested by the above timescales.

10. STAGE 3 – FORMAL APPEAL MEETING
Back to Index (
10.1. If the individual remains dissatisfied with the outcome they may appeal under stage 3 of the procedure. The stage 3 appeal is to the Vice Chancellor of the University. 
10.2. Stage 3 grievances must be made in writing within 10 working days from receipt of the written confirmation of the outcome of Stage 2 and addressed to the Director of Human Resources. This period may be extended in exceptional circumstances at the discretion of the Director of Human Resources.  The written communication must state the grounds for the grievance and the reason why the appeal has not been resolved to date.

10.3. The Vice Chancellor of the University will take appropriate action to obtain information relevant to the issues being raised. This may include the appointment of a suitable Manager to establish any further facts or to clarify any issues prior to the appeal meeting.

10.4. The grievance must be heard at the earliest practical date and wherever possible within 20 working days of the employee’s notification of appeal.  

10.5. The Vice Chancellor will be responsible for deciding who should attend the meeting. This will depend on the nature of the issues raised, the need for any witnesses to present evidence etc. All parties attending the meeting will be provided with copies of any written evidence presented and where appropriate a copy of any factual report.

10.6. At the end of the meeting the Vice Chancellor will advise those present of his decision and, where appropriate, any action to be taken. Where it is not possible for the parties to be advised of the decision they will be informed of when a decision is likely to be made and how it will be communicated.

10.7. No later than 5 working days after the meeting the Vice Chancellor will send the employee a letter confirming the decision or advising when the decision will be available.

10.8. The decision of the Vice Chancellor will be final and there will be no further stages of internal appeal.
11. SPECIAL CASES
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11.1. Procedure to be used for Senior Management Team Members or if the Vice Chancellor has already been involved in the process at an earlier stage
Any Senior Management Team member who wishes to raise a grievance should raise this first with the Vice Chancellor. Any appeal stage beyond the Vice Chancellor will be to a panel of Governors. Alternatively if the Vice Chancellor is unable to hear the grievance at the first or appeal stage because of his earlier personal involvement he will pass the grievance, if appropriate, to another Member of the SMT or to a panel of the Governing Body.  The Clerk will arrange for a panel of Governors to hear the formal appeal.

A Governor panel will comprise of 3 Governors (excluding staff Governors and the Student Governor).

11.2. Collective grievances

Where a grievance relates to a significant number of staff they will normally be heard first by the relevant Head of Department unless they are against that Head of Department, in which case they shall first be heard by the relevant Senior Management Team member. Where such grievances are not resolved to the satisfaction of the collective staff at Stage three of this procedure there will be a further right of appeal to a panel of Governors. See 11.1 for composition of a Governor panel.

11.3. Post employment grievances

Where a grievance is lodged post employment, this will be dealt with under the modified statutory procedure – meaning the employer will respond to the written complaint. That response will complete the process and there will be no further right of internal appeal.

11.4 Academic Freedom

Where a grievance raised by a member of academic staff relates to an issue of Academic Freedom which has not otherwise been resolved at Stages 1 to 3 of the Procedure, the member of academic staff shall have a final right of appeal to a panel of Governors.  See 11.1 for the composition of a Governor panel. For cases involving academic freedom, wherever possible, the majority of the Governing Body panel will be comprised of academic / teaching members.

APPENDIX 1

GRIEVANCE HEARINGS 
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Hearings will be conducted wherever possible through the following procedure however the Chair of the hearing has the right to change or vary the procedure according to the circumstances.

Either side may delay the hearing once for reasons of the non-availability of representation, sickness or other substantive reason, but after this if any party is again unable to attend on the reconvened date, the hearing may be held in the absence of any party unable to attend. Those unable to attend will be allowed to present written submissions. Any further postponements will be at the discretion of the Chair of the panel.
The Chair of the panel will be responsible for ensuring that the hearing is conducted equitably, and in a professional and courteous manner. The Chair may call an adjournment for any reason as he / she considers necessary to ensure that all the relevant issue can be addressed in an appropriate manner.

The procedure for the hearing will be as follows:

The Chair should:

· make formal introductions of all parties and their role in the hearing, 

· explain the purpose of the hearing and outline the reasons for the hearing taking place, 

· explain the process to be followed,

· inform the parties of the right to ask for an adjournment at anytime during the hearing subject to the agreement of the Chair, 

The employee raising the grievance will be asked to present the detail of the grievance. In doing so they may provide evidence either as verbal or written statements and/or via witnesses. 

If other parties are in attendance in response to the issues raised they will be given the opportunity to question the evidence presented or to ask questions of any witnesses. Panel members may also question evidence and witnesses.

Once the employee raising the grievance has presented all their evidence, if  relevant, others are in attendance will be asked to present any information they feel relevant to issue being raised. 
At each stage of the other party’s presentation, the employee raising the grievance will be given the opportunity to question the evidence presented or to ask questions of any witnesses. Panel members may also question evidence and witnesses.

Prior to summing up, the Chair or members of the panel may then ask for further clarification on any of the evidence presented.
Once all evidence and witnesses have presented and any final points clarified, the Chair will invite both parties to sum up their evidence. The person raising the grievance may speak last.

At the end of the presentation of both parties’ evidence, the Chair will call an adjournment. If it is necessary to recall either party, or any witnesses, in order to resolve points of uncertainty, both parties will be recalled.
Once the Chair or panel have reached their decision, both parties will be recalled and told of the chair/panel’s decision and, where appropriate, the action to be taken. Where it is not possible for the parties to be advised of the decision (for example the Chair has requested further information or advice), they will be informed of when a decision is likely to be made and how it will be communicated.

A decision letter will be sent by the Chair to the employee and their representative within 5 working days after the date when the meeting was held.
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