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	Scope

	This Policy applies to all [PCC OF XXXX] and [PCC OF XXXX] Ltd employees plus those individuals identified in paragraph 2.  [PCC OF XXXX] reserves the right to amend this policy at its discretion at any time.  It does not form part of any employees' contract of employment with [PCC OF XXXX].
Where [PCC OF XXXX] is referred to in this policy, it is used as an umbrella term for both [PCC OF XXXX] and [PCC OF XXXX] Ltd.

	Extensions

	Individuals identified in Paragraph 2.

	Exclusions

	Agency workers and self-employed contractors.



Please note that some of the information in this handbook may not be directly relevant to your Parish. It should therefore be used as a guide, and you may need to make significant adjustments to ensure it aligns with the practices and requirements of your PCC/Parish. If you have any questions about the content, please contact the People Services team, who will be able to provide appropriate support.
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1. Procedure Statement
This procedure applies to all employees, irrespective of length of service. It is our policy to assist employees in addressing grievances related to their employment and to resolve any such grievances promptly. All grievances will be handled fairly and every reasonable effort will be made to ascertain the facts of any complaint.

While we strive to follow this procedure consistently, we may depart from it where circumstances dictate or to comply with current legislation.

If you are unclear about your responsibilities or the expected standards of conduct, you should seek guidance from your manager.

In the event that this procedure conflicts with the law, the law shall prevail. Employees who are uncertain of their legal rights should consult their manager or seek independent legal guidance. If this policy is amended due to changes in the law, the revisions will be communicated to the employee via their manager.

All grievance-related matters, whether informal or formal, will be treated confidentially.

You and any person accompanying you (including witnesses), are prohibited from making electronic recordings of any meetings or hearings conducted under this policy without the express written consent of the employer.

This policy does not form part of your contract of employment and may be subject to change at any time. 

2. Who is Covered by the Procedure?
[bookmark: _Hlk221181473][bookmark: _Hlk221121994]This policy applies to:
· All employees of the [PCC OF XXXX], including full-time, part-time and fixed-term contracts.
· Consultants, contractors, trainees and authorised volunteers during periods when they are undertaking activities or duties on behalf of [PCC OF XXXX].
· Employees of [PCC OF XXXX] Ltd when engaged in activities under [PCC OF XXXX]’s remit.

Casual or agency staff and volunteers acting in roles officially authorised by [PCC OF XXXX] are expected to adhere to this policy; their supervisor should ensure they understand its contents.

In most circumstances, company contractors and external temporary staff will be managed by the Managed Service Provider. However, if the grievance pertains to discrimination or victimisation, this procedure will apply.

3. What is a Grievance?
A grievance can be defined as a complaint made by an employee regarding any action taken, or contemplated by, the employer, or complaints about a colleague. A grievance is typically submitted in writing. 
If an employee raises a verbal complaint, they will generally be encouraged to submit it in writing to ensure clarity and to assist in accurate record keeping

4. When is the Grievance Procedure Not Appropriate?
· If an employee raises a complaint about malpractice, it may be more suitable for the matter to be dealt with through the Whistleblowing Procedure (as outlined in the Employee Handbook).
· If the employee has reasonable grounds to believe that following this procedure would expose them to serious threats, such as violent or abusive behaviour or harassment.
· If the employee fears violence or damage to property.

Exemptions will apply only when the employee reasonably believes that they could suffer serious physical or mental harm, or when their property, or that of a third party, is threatened, or they face continued harassment.

If there is uncertainty about the appropriateness of the grievance procedure, advice should be sought from the XXXX, who may refer the matter to external legal advisers.

5. Grievance or Grumble?
A long-standing dissatisfaction without a satisfactory resolution may be viewed as a "grumble" rather than a grievance. Employees should be clearly informed that if they remain dissatisfied with an informal response from their manager, they should submit a formal grievance to progress the issue.

In some instances, where an employee raises a concern but does not wish to proceed formally, the issue may be serious enough (e.g., indicating harassment) that the company should conduct a formal investigation under the Anti-Harassment and Bullying Policy.

6. Overlap between Disciplinary and Grievance Procedures 
The Grievance Procedure is not applicable where a matter is already being addressed through another procedure (e.g., Anti-Harassment and Bullying Policy). Disciplinary issues typically fall outside the scope of the Grievance Procedure, but if an employee believes disciplinary action was discriminatory or motivated by factors other than conduct or capability, the grievance procedure may apply.

If a grievance is raised during the disciplinary process:
· Before the appeal meeting, it may be addressed within the disciplinary process. 
· After the appeal, the grievance should be dealt with under the grievance procedure.

Consult with People Servies for guidance.

7. Other Points to Consider
· Consistency: The process and actions taken must align with how similar cases are handled, unless reasonable adjustments are needed.
· Timeliness: Each step of the grievance procedure must be completed without unreasonable delay.
· Confidentiality: Grievance details are to be shared on a ‘need to know’ basis only.
· Fairness: No decisions should be made before a full investigation.
· Clarity: All parties should understand the grievance procedure from the outset.
· Documentation: All relevant documents, such as meeting notes and investigation reports, should be recorded and retained securely.

Employees must co-operate fully and promptly with all stages of the grievance process; failure to do so may affect the handling of the grievance

8. Using the Grievance Procedure – Basic Guide to Stages
The grievance procedure is intended to resolve employment-related issues internally, without penalty or negative impact on the employee. Each stage of the process should clearly inform the employee of where their grievance stands.

If an employee is absent due to illness, the XXXX should assess whether the employee is fit to participate, with input from the in the grievance process, with advice from Occupational Health and consider alternative arrangements (e.g., phone or video meetings).

	Stage 1a: 
Informal Meeting
	Most grievances can be resolved informally through discussions with the employee’s manager. If the manager is involved in the grievance, the employee may speak to the XXXX.


	Stage 1b: 
Written Grievance
	If informal resolution fails, the grievance should be put in writing and submitted to the manager (or to an alternative senior person in cases of conflict).


	Stage 1c: Investigation
	Confidentiality will be maintained throughout the investigation, which may involve interviewing witnesses or reviewing relevant documents. Employees must co-operate fully in any investigation.


	Stage 2: 
Grievance Meeting
	A meeting will be arranged, usually within two weeks of receiving the written grievance. The employee has the right to bring a companion. The purpose is to discuss the grievance and decide on next steps.


	Stage 3: 
Appeal
	If the employee is dissatisfied with the outcome, they may appeal in writing, within one week of receiving the decision. The appeal will be heard by a different senior person and the final decision will be communicated within one week.


[bookmark: _Toc193192268]


9. Rights of Employees Involved in the Grievance Procedure
Right to a Fair Hearing:
· Employees have the right to present their side of the grievance at a meeting before any decision is made. 
· Employees have the right to know the specific complaints made against them and are entitled to submit relevant documents for consideration by the Panel. In exceptional cases, the employee may also be allowed to call witnesses. 
· [PCC OF XXXX] must conduct a proper investigation and balance the rights of all parties involved. 
· All communications related to the grievance (complaints, notices of hearings and decisions) must be in writing.

Right to be Accompanied:
· Employees can be accompanied by a work colleague or trade union official (a "Companion") during any meeting under the formal grievance procedure. The employee should notify their manager of their chosen companion in advance.
· The companion is entitled to reasonable time off work to review the case and discuss it with the employee.
· If the chosen companion is unavailable, the employee can request a meeting reschedule with an alternative date, up to five working days. If the companion remains unavailable, the employee may be asked to select a different companion.
· In exceptional cases, such as when accommodating a disability or difficulty understanding English, [PCC OF XXXX] may allow the employee to bring a companion who is not a colleague or union representative.
· The companion can make representations, ask questions and summarize the case on behalf of the employee but cannot answer questions on the employee's behalf. The companion may confer privately with the employee during the meeting.
· External legal representation is not allowed in meetings unless both parties agree and the employee cannot tape-record the meetings unless prior approval is granted by both parties.
· There is no obligation for any employee to act as a companion if they do not wish to.

Right to Confidentiality:
· Grievances should be handled confidentially. Only those directly involved in the grievance process should be informed.
· All parties involved, including the complainant, are expected to keep the matter confidential.
· While there may be a need to share evidence or information, the confidentiality of individuals and sensitivity of the information should be maintained and anonymity should be preserved where possible.

10. [bookmark: _Toc193192272]Data Gathering
The investigation can include various forms of data collection beyond witness interviews, such as: 
· CCTV footage
· Telephone recordings and records
· Computer records, including emails
· Key fob records
· Personal property
· Performance reviews, appraisals and sickness records
· Emails and file notes
· Previous complaints or similar instances

All data collection must comply with the Data Protection Act 2018 and GDPR principles. Searches for personal data must be relevant, limited to specific subjects or time periods and focused on the case at hand.

11. [bookmark: _Toc193192273]Record Keeping
What records should be kept?
[PCC OF XXXX] will maintain a written record of all disciplinary and grievance cases handled. These records will include:
· The nature of the grievance.
· The decisions made and the actions taken.
· The reasons for the actions.
· Whether an appeal was lodged.
· The outcome of the appeal.
· Any subsequent developments.

It is essential that all data related to grievances is managed in compliance with [PCC OF XXXX]’s policies on data protection and confidentiality. All records will be treated as confidential and the documentation will be processed fairly and securely, in accordance with GDPR guidelines. For instance, grievance-related documents will not be left on desks or stored in shared folders. The data will be retained no longer than necessary, following the principles outlined in the Data Protection Act 2018. This Act also provides individuals the right to request access to certain personal data stored about them.

For further information, please refer to our Data Protection Policy or consult the Operations Manager.

Provision of Meeting Records
Copies of meeting records, including any formal minutes, will be provided to the employee involved in the grievance process. In exceptional cases (e.g., to protect a witness), the employer may withhold certain information.

Transparency and Accountability
All managers involved in the grievance procedure should assume that all data and communications produced during the process are discoverable. Therefore, all views expressed must be non-discriminatory, justifiable and able to stand public scrutiny. 
[bookmark: _APPENDIX_A:_][bookmark: _Toc193192275]This includes all documentation relating to the investigation and grievance process, not just the final outcome communicated to the employee.





APPENDIX A:  Guidance on the role of a Companion

This document provides guidance for individuals asked to accompany a colleague to a meeting under this policy.

Should You Attend?
You are not obligated to accompany your colleague and may refuse for any reason.

If you cannot attend on the proposed date, coordinate with your colleague or contact the XXXX promptly to reschedule. The new date will typically be within five working days of the original date.

Before the Interview/Hearing
· Review relevant sections of the Employee Handbook.
· Ensure your colleague understands the procedure and seek clarification from the XXXX if needed.
· Familiarise yourself with the facts of the case and your colleague’s perspective.
· Confirm that your colleague has notified the XXXX of your attendance.

During the Interview/Hearing
· Present and summarise your colleague’s case.
· Respond to views expressed during the meeting, but do not answer questions on their behalf.
· Confer privately with your colleague at any time by requesting an adjournment.
· Take notes as needed.

After the Interview/Hearing
· Document your notes to ensure clarity.
· Advise your colleague to contact the XXXX if they have any questions about the next steps that will follow the interview.
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