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This section covers: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Who does this cover? 
 
This policy covers all established and non-established NJC 
employees including seasonal, casual, and temporary posts. 
 
 
What is the policy? 
 
This policy outlines the procedures for all NJC employees who 
have a grievance and has been developed in line with ACAS Code 
of Practice.  It aims to resolve all grievances at the starting point 
and in as short a time as possible, treating all individuals fairly.  No 
individual will suffer any detriment as a result of raising a 
grievance.    
 
 
 
 
 
 
 

 Who does this cover? 

 What is the policy? 

 What is a Grievance? 

 Items exempt from the Grievance Policy 

 The Grievance Procedure 

 Informal Process 

 Mediation 

 Formal Procedure 

 Investigation 

 Sickness Absence 

 Appeals Process 

 General  

 Summary of Stages 

 Decision Making 
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What is a grievance? 
 
A grievance is defined as a concern or a complaint (actual or 
perceived) by an employee about misuse of company policies, 
processes, failure to honour contractual entitlement or behaviour 
by management or other employees. 
Types of grievance can vary.  They may include:  

 Terms and conditions of employment.  

 Work Relations. 

 Health and safety. 

 Bullying and harassment. 

 Working environment. 

 Discrimination. 

 Organisational change. 
 

If the grievance can be answered or resolved, the Authority will 
attempt to provide a solution.  If the grievance is a result of 
misunderstandings or misconceptions, this will be resolved as part 
of the informal process. 
 
All complaints will be dealt with fairly.  In circumstances where a 
grievance may apply to more than one person, it may be 
appropriate for the problem to be resolved through collective 
agreements between a recognised trade union and the Authority. 
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Items exempt from the Grievance policy 
 
Employees are entitled to raise a grievance relating to any aspect 
of their employment within the Authority that affects them 
personally.  However, the Authority believes that the following 
matters should not be dealt with through the grievance policy. 
 

1. Formal disciplinary action taken in accordance with the 
Authority’s disciplinary procedure. 

 

 
 

2. Issues relating to income tax, national insurance and other 
statutory deductions from pay outside the control of the 
Authority as an employer. 

 
Issues connected with grading, except in circumstances where 
both parties agree that it would be proper for a particular case to 
be heard. 

 
3. Redundancy 

 

  
 

 
4. Issues that are the subject of legal proceedings between the 

individual employee and the Authority. 
 
5. Complaints of bullying and harassment. 

 

 
 
6. Capability 

 

 
 
 

Section 1.1 Disciplinary policy 

Section 1.10 Redundancy Policy 

Section 1.7 Harassment Bullying Policy 

Section 1.5 Capability Policy 
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Principles of the Policy 
 
The following principles will apply to the application of the policy:- 
 
Confidentiality  Confidentiality is to be respected by all 

parties involved in a Grievance procedure.   
 
Support for 
Employees 

 All employees who are taking part in an 
investigation, either as the subject, or as a 
witness, may seek support from the 
Occupational Health Unit and our confidential 
Counselling options. 

 
Timescales  The Authority has specific timescales which 

they will endeavour to work towards to avoid 
unnecessary delay for all parties, 
unfortunately due to the nature of grievances 
these timescales may be extended on 
occasion, but this will be communicated 
throughout the process. 

 
Trade Union 
Representation 

 At all formal stages, i.e. once you have 
submitted your grievance in writing, you have 
the right to be accompanied by a colleague 
or a trade union official.   

 
Record keeping  It is important the Line Manager takes notes 

of any meetings which take place at both 
Informal and Formal Stages and are retained 
on the employees personal file. All records 
should be treated as confidential and in 
accordance with Data Protection laws.   
If an employee is represented by a Trade 
Union official or work colleague, copies of 
grievance meeting notices, meeting notes, 
response letter, etc., will be sent to that 
person, unless the employee advises 
otherwise, in writing. 
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The Grievance procedure 
 
The Authority recognises the importance of maintaining good 
relationships with its employees and this procedure seeks to deal 
with grievances through a consistent and professional approach. 
 
Informal 
Process 
 

  

What can I do If 
I have a 
Grievance? 

 Grievances should be raised at the earliest 
opportunity after the incident or issue arises.  
 
Before starting this formal procedure, it is 
important that you should try to resolve any 
grievance informally. This includes an 
assessment of the use of Mediation.  This 
approach has many advantages as it enables 
early and effective resolution and minimises 
disruption at work.  The aim is to resolve concerns 
and improve working relationships at the earliest 
opportunity.   
 
You will need to raise your grievance promptly with 
your line manager, clearly explaining the problem 
or concern and suggesting how it can be resolved 
at the informal stage, where appropriate.  
 

The Line Manager will progress the Grievance 
without delay establishing the facts in a fair and 
objective manner and explore options if 
appropriate for informal resolution. 
 
Where you feel it is inappropriate to raise the 
matter with your line manager, you should contact 
HR or a Chief Officer. 
 
Should you remain dissatisfied with the outcome 
you may progress to the Formal procedure.  
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Mediation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Before starting this formal procedure, it is 
important that you should try to resolve any 
grievance informally by raising the matter 
with your immediate line manager. 
 
This should be done as soon as reasonably 
possible after the matter for complaint has 
occurred.  Where you feel it is inappropriate 
to raise the matter with your line manager, 
you should contact HR or a Chief Officer,. 
 

 
 
 
 
Formal 
Procedure  

Mediation will be offered if appropriate as a way of 
resolving workplace issues. Mediation is a 
voluntary process where the mediator helps two or 
more people in dispute to attempt to reach an 
agreement. Meditation involves the agreement of 
all parties involved in the complaint to meet with 
an impartial trained third party whom will facilitate 
a discussion. It would be expected that the 
employee seeks all avenues of resolution.  
 
Mediation may not always be suitable for work 
relationship problems and in the following cases:-  

 Used as a first resort – employees should be 
encouraged to speak to each other and talk 
to their managers. 

 Used to avoid managerial responsibilities. 

 Used to make a decision between right and 
wrong, e.g. whether there is a criminal 
activity. 

 The individual brings a discrimination or 
harassment case. 

 
 

What is the 
formal 
procedure? 
 
 
 
 
 
 
 
 

 The formal grievance procedure has two formal 
stages.  Both stages will be heard by a different 
level of management.  To start the formal process, 
you should put your grievance in writing to your 
immediate line manager stating the nature of your 
complaint. 
 
It is helpful to give as much information as you can 
at this stage as this may speed up any 
investigations into your complaint.  This could 
include the background to the complaint, who is 
involved, and the effect this is having on you.   
Where the grievance is against the line manager, 
you should speak to you HR or a Chief Officer.  
 
The Line Manager/HR will acknowledge receipt of 
the formal grievance within 14 working days. 
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When will my 
grievance be 
heard? 

 Grievances will be heard at the earliest 
opportunity. The Line Manager handling the 
Grievance will instruct an Investigating Officer to 
investigate the Grievance raised (see section on 
Investigations). Once the investigation is complete 
you will be invited to a Grievance Hearing. 
Whenever possible, the grievance hearing will be 
arranged within 28 working days of you notifying 
your grievance in writing. It is important that the 
Authority will endeavour to meet the prescribed 
timescales, however, in some circumstances 
which are unforeseen, the timescales referred to in 
the procedure can be extended by mutual 
agreement.  
 
If an employee is unable to put the grievance 
in writing (for example because of a disability 
or difficulty with expressing information in 
writing) support should be offered to enable 
you to formulate a written grievance or an 
alternative means of stating your grievance 
should be considered. For example, you 
employee may seek help from a trade union 
official or work colleague. 
 
Line Managers, Investigating Officers and 
Grievance Hearing Panel members must 
consider disabled employees’ needs during 
the process and make reasonable 
adjustments as necessary. For example, 
ensuring that locations have appropriate 
access, written information is provided in a 
suitable format, etc. 
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Investigation 
 
Investigation 
Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Once a formal grievance has been raised there will 
be an Investigation.  Wherever possible, the 
investigating officer will be independent of the 
incident and the employee in question, and be 
experienced in conducting investigations. In some 
circumstances it may be necessary to appoint an 
external investigating officer.  
 
In addition, the investigation will not be conducted 
by the officer responsible for taking any formal 
action that arises from the investigation. Where 
possible, the investigating officer should not have 
been previously involved in advising the employee 
for a related incident. 
 
The investigation officer will be responsible for 
ensuring that the employee under investigation 
has every opportunity to respond, taking into 
account the nature and severity of the allegations. 
In the event that the employee fails to respond the 
investigation officer will proceed on the basis of 
the information available. Failure to co-operate 
with an investigation without a valid reason may 
lead to disciplinary action. 
 
The Investigation will be carried out promptly in a 
fair manner to the individuals concerned, allowing 
individuals to respond to the allegations made 
against them. It also respects their rights to 
confidentiality. The objective of an investigation is 
to obtain all relevant information to establish the 
facts of the case. This will include interviewing the 
employee(s) being investigated and all relevant 
witnesses, taking statements or notes of meetings, 
obtaining documentary evidence, e.g. employment 
records, and contacting outside agencies, bodies 
and individuals as appropriate.  
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Notification of an 
investigation 
 
 
 
 
 
 
Statements 
 
 
 
 
 
 
 
 
 
Investigation 
Timescales 
 
 
 
 
 
 
 
 

Any employee who is to be interviewed as the 
subject of an investigation should to be given 
details of the reasons for the investigation at the 
outset. The employee concerned must be 
informed in writing that an investigation is to be 
carried out and the subject of the allegations(s). If 
in the course of the investigation further 
allegations come to light which form part of the 
investigation then the employee must be made 
aware of this in writing as soon as this becomes 
apparent.  
 
 
An employee who makes a statement as part of an 
investigation will be required to sign the statement 
as a true record, having the opportunity to amend 
it with the agreement of the investigation officer 
and to add further information. Ideally this should 
be undertaken as soon as possible following the 
investigatory meeting.  
 
It is not possible to be prescriptive about the time 
taken to undertake an internal investigation. 
However, investigations should aim to be 
completed within 28 working days wherever 
possible but this is dependent on the complexity of 
the case. If this is not possible the investigating 
officer will inform all parties of the delays, the 
reason for the delay and the likely date of 
completion of the investigation.  
 
In the event that contradictions come to light 
during the investigation the investigating officer 
should ensure these are clearly identified and 
attempts made to determine why these have 
arisen and resolved where possible. The 
investigating officer will in these circumstances re-
interview employees at the investigation stage 
rather than the contradictions coming to light 
during a hearing.  
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On completion of the investigation, the 
Investigating Officer will provide the investigating 
report with recommendations to the Line Manager 
hearing the Grievance.  
It is the responsibility Line Manager hearing the 
Grievance to consider the investigation report and 
recommendations and determine if any further 
action is required.  
 

 
 
Sickness 
Absence during 
an Investigation 
 
Sickness 
Absence During 
Investigation  

 You will be given reasonable written notice, not 
less than seven working days that a hearing has 
been scheduled. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Where the representative is unable to attend the 
date set for the hearing as part of the formal 
grievance procedure, you can request an 
alternative date and time, so long as it is 
reasonable and no more than five working days 
after the original date. 

 
 
 
 
 
 
 
 

  
 
 
 
 
 
Absence from work through sickness does not 
necessarily mean that an employee is unfit to give 
a statement. It may be necessary to seek advice 
from Occupational Health to assess the 
employee’s fitness prior to being interviewed. The 
employee will be asked to consent to the release 
of information by the Occupational Health after the 
referral. In cases where an employee is 
considered unfit by Occupational Health to be 
interviewed or to make a statement, s/he will be 
entitled to nominate a recognised trade union 
representative or a work colleague to speak on 
his/her behalf or to submit a written statement. In 
the event that the employee fails to attend the 
occupational health appointment or declines to 
give consent to the release of information, a 
decision will be made to proceed on the 
information available.  
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Will I be given 
notice of the 
hearing? 

 You will be given reasonable written notice, not 
less than seven working days that a hearing has 
been scheduled. 

What if my 
representative 
cannot make 
the date set for 
the hearing? 

 Where the representative is unable to attend the 
date set for the hearing as part of the formal 
grievance procedure, you can request an 
alternative date and time, so long as it is 
reasonable and no more than five working days 
after the original date. 

   
Can I see the 
paperwork? 

 Any paperwork / file notes relevant to the 
grievance will be made available to you and your 
representative at least three working days prior to 
the hearing. The content of the notes will be 
subject to Data Protection laws. 

 
 

  

Will there be 
any minutes of 
the hearing? 

 Agreed minutes will be produced from all 
grievance hearings. 

   
Will the 
decision be 
confirmed in 
writing? 

 A letter confirming the decision of the hearing will 
be sent to you within seven working days of the 
hearing. 
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Appeals 
Process 
 
 
Stage 2 Appeal 
Process 

  The Grounds for appeal should be clearly stated. 
The appeal is not a rehearing of the original 
grievance, but a rather a consideration of the 
specific areas which the employee is dissatisfied in 
the relation to the original grievance. 
 
The Chief Officer/HR will acknowledge receipt if 
the Grievance Appeal within 14 working days. 
 
The Appeal will be heard by a different Line 
Manager or Chief Officer whom will consider the 
grievance appeal at the earliest possible 
opportunity, but no later than six weeks from the 
date of the receipt of the letter. The decision will 
be notified to the employee within 14 working 
days. 

   
 
Can the 
decision of a 
Stage 2 Appeal 
be changed? 

 The decision made at Stage 2 will be final 
and binding and concludes the internal 
process. 
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General 
 
Collective 
Grievances 

 Group Grievances will be heard applying the 
same procedures. 

 
Grievances from 
employees who 
have left or leave 
the Authority 
during the 
Procedure 

 Whenever possible a grievance should be 
raised and dealt with prior to leaving the 
Authority.  If an employee lodges a grievance 
after leaving employment then the Authority 
is under no obligation to hear the grievance. 

 
 
Grievances 
against Authority 
Members 

  Grievance against an Authority member will 
not be dealt with under the procedures of this 
Policy.  The Grievance will be handled in 
accordance with the Members Code of 
Conduct and should be referred the 
Authorities Monitoring Officer. 
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Summary of Stages 
 
Summary of 
Stages 

  

Informal 
Stage 

Discuss any potential 
grievance informally with your 
line manager and try and 
resolve the problem. 
 

Meditation Meeting between the parties 
involved in the complaint. 

Formal 
Stage 1. 

Write to your Line Manager 
who will review your 
grievance. 
 

Formal 
Stage 2. 

 

If the matter is not resolved to 
your satisfaction write to HR 
whom appoint another Line 
Manager or Chief Officer to 
review your grievance appeal.  
If the complaint concerns the 
Chief Executive write to the 
Chairman 
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Authority levels for hearing the grievance and making a decision. 
 

  
For all grades 

 

Stage 1 Formal 
Grievance  

Immediate line manager 
 

Stages 2 Appeal Managers hearing Stage 2 and should in all 
cases retain impartiality and should: 
 

 Be in a higher grade than the employee 
bringing the grievance 

 

 Be in a higher band than the manager 
hearing the previous stage (or if not 
possible, from a different area of 
responsibility, e.g. different office or 
department) 

 

 Have had no previous direct involvement 
with the case. 

 
HR representation should be involved at each 
stage. 
 

 

Anyone hearing a grievance should either have the authority 
to make a decision in response to the grievance or be capable 
of providing a solution through consultation with others. 
 
 
 
 
 
 
 


