Employee Grievance Procedure

Introduction 

1. The overall aim of this procedure is to ensure that employees’ grievances are dealt with quickly and fairly and at the most appropriate level within the University at which the matter can be resolved. The procedure has been drawn up taking advice and information from a variety of sources both inside and external to the University. The relevant committees will review it periodically and any proposed changes notified to employees.

Whistleblowing Procedures

2. The University has a separate procedure for dealing with matters which may come under the scope of whistleblowing; this is defined as “the disclosure by an employee of confidential information which relates to some danger, fraud or other illegal or unethical conduct connected with the workplace, be it of the employer or of his/her fellow employees “ (Borrie)

3. The Whistleblowing Procedures provide a means for employees to raise genuine and legitimate concerns internally and, in exceptional circumstances, with appropriate external regulatory bodies. The details of the procedures are available from the Registrar and Clerk to the Governors, the Personnel Department and from the University website.

Harassment guidelines

4. There are separate procedures that maybe used by employees who believe they are being subjected to any degree of sexual, racial or other forms of personal harassment. One of the options under the Harassment Guidelines is to speak, in confidence, with an Initial Adviser who will listen, advise and offer support. The details of these procedures are available from the Personnel Department, the Registry, and from the website. The existence of these guidelines does not prevent an employee from using the Grievance Procedure to raise a concern about harassment.

 Scope of the Grievance Procedure

5. This procedure is available to all employees of the University, except those senior staff appointed directly by the Governing Body.

6. The Grievance Procedure enables employees both individually and as a group to raise with managers concerns about their work environment. The following are examples:

Terms and conditions of employment

Health and safety

Relationships at work

New working practices

Organisational change

Equal Opportunities

This is not an exhaustive list.

7. The procedure applies to both individual and collective grievances but in the case of collective grievances the procedure will start at the third stage. In addition it has been agreed that no form of industrial action shall take place until all stages of the procedure have been exhausted.

Right to Representation

8. At all formal stages of this procedure employees have a statutory right to be accompanied by a fellow employee or lay trade union official with previous experience of acting as a companion at disciplinary or grievance hearings, or a trade union official. However, at the informal stage the employee should first try to resolve the grievance with her/his immediate line manager alone.

9. Individual employees are encouraged to seek the advice of their representative before referring the matter beyond the first stage of the procedure.

Time Limits

10. The time limits of all stages of this procedure may on occasion be adjusted by mutual consent and confirmed in writing.

11. If, at any stage, the matter is not dealt with within the time limit and if no extension is agreed employees may proceed with the next stage of the procedure

12. Written confirmation of the outcome of a meeting to discuss a grievance will be circulated to employees; it will be assumed that they accept the decision unless, within 5 working days, they indicate in writing to the Personnel Department or other named person that they intend to proceed to the next stage of the procedure.

Confidentiality and Protection of Data

13. All proceedings under this procedure and any records will be confidential and retained in compliance with the prevailing data protection law.

The Procedure

Informal resolution

14. Employees who wish to raise a concern about their work environment should first discuss the matter informally with their immediate line manager.

15. Many complaints and grievances can be resolved informally in discussion with the employees’ immediate line manager. Both the employee and manager may find it helpful to keep an agreed record of such an informal meeting.

16. Employees should be given the opportunity to state their case and resulting discussions should seek to clarify the source of the problem, the manner of and the timescale for its resolution.

17. Where the matter cannot be resolved informally, it can be referred to the formal stages outlined below.

Formal Stages

First Stage

18. If employees have a grievance related to their working environment within the University, they should put this in writing to their immediate line manager.

19. If the grievance is against the immediate line manager, the matter should be put in writing to another manager, senior to the immediate line manager.

20. The manager receiving the grievance will investigate and reply in writing as soon as possible, but in any case within ten working days of being notified of the grievance. If it is not possible to respond within the specified time period, the employee will be given an explanation for the delay and advised when a response can be expected.

Second Stage

21. If the matter is not resolved at the first stage, the employee can raise the matter in writing with a member of the senior management team of the University who has no previous involvement in the case; this person will be identified by the Head of Personnel. 

22. A written submission should be handed to the immediate line manager who will initial it and pass it to the senior manager concerned. Employees and the line manager should retain a copy of the submission.

23. The written submission should clearly state the nature of the grievance, the date it was raised at the first stage, the response to that stage and the reasons why the employees are dissatisfied with the response. It should also include the employees’ views on how the grievance could be satisfactorily resolved.

24. The senior manager will, within 15 working days of receipt of the submission, arrange a meeting of the interested parties. This meeting will be attended by; -

The senior manager hearing the grievance who will be the chair for the meeting, accompanied by a Personnel Officer or other person nominated by the Head of Personnel.

The employee and their representative (see paragraph    above)

The line manager and/or the other manager who heard the grievance at the informal and first stage of the procedure

Witnesses called by the employee and by the line manager

25. The senior manager hearing the grievance will ensure that the names of the witnesses are disclosed to both parties at least 3 working days before the meeting.

26. Written evidence originated by the employee or the line manager will be circulated to all attending the meeting (excluding the witnesses) at least 5 working days before the meeting. Any protocols governing what constitutes evidence must be transparent to all those involved.

27. At the hearing employees and their representatives should be given the opportunity to state the case, present their witnesses and their written evidence.

28. The Chair and the Personnel Officer can question the parties to the grievance and their representatives.

29. The Chair can call for an adjournment for a stated period, where this appears to be constructive, and it is agreed not prejudicial to the employees’ case.

30. Arrangements will be made for a record of the meeting to be taken; this will by way of a note taker and may also include tape recording, subject to the agreement of all parties.

31. The senior manager hearing the grievance will notify employees, their representatives and other line managers of the outcome of the meeting within 10 working days. The principles of paragraph 10 above will apply in these circumstances.

Third Stage

32. If the matter cannot be resolved at the second stage, employees can raise their grievance with the Vice Chancellor.

33. Employees must make a written submission giving the reasons as to why they are not satisfied with the response from the second stage and identifying any additional evidence. 

34. The notes and evidence from the second stage will be available to the Vice Chancellor and witnesses should not normally need to be recalled.

35. The Vice Chancellor will within 15 working days of receiving the submission arrange a meeting of the interested parties. This meeting will be attended by;

The Vice Chancellor who will chair the meeting (or her/his nominee who will be a member of the senior management team of the University with no previous involvement in the matter), accompanied by a Personnel Officer or other person nominated by the Head of Personnel.

Employees and their representative.

The member of the senior management team who heard the matter at the second stage.       

36. Arrangements will be made for a record of the meeting to be taken; this will by way of a note taker and may also include tape recording, subject to the agreement of all parties.

37. The Vice Chancellor or her/his nominee hearing the grievance will notify employees, their representative and managers of the outcome of the meeting within 10 working days. The principles of paragraph 10 above will apply in these circumstances.

Other methods of resolution

38. It may be appropriate to have an individual grievance or a collective dispute discussed within the trades unions consultative arrangements, the Joint Consultative Committee. The Vice Chancellor bearing in mind the nature of the matter and the wishes of employees raising the grievance will consider the merits of following this course. The timescale appropriate to the matter will be a factor in consideration of this course.

39. The Vice Chancellor may also consider seeking the advice of ACAS or other external body to assist in the process of resolution.

Fourth Stage

40. If the matter is not resolved at the third stage employees may raise their grievances with the University Board of Governors.

41. Employees should notify in writing the Clerk to the Governors of their wish to raise the matter within 10 working days of the employee receiving the written outcome of the third stage.

42. The grievance will be heard by a meeting of the Governors Personnel sub-committee convened to consider the matter. This meeting will normally be convened within 25 working days of receiving the request from the employee but this can be extended for up to 40 working days according to the time of year.

43. The Clerk to the Governors will ask employees for a written statement of their grievance, the name and status of the person employees choose to accompany them to the hearing, the name and status of any witnesses employees propose to call, and copies of any written evidence employees wish to submit to the Governors. 

44. The Clerk to the Governors will receive from the Vice Chancellor all papers relating to the matter together with the names and   status of any witnesses the Vice Chancellor wishes to present to the Governors.

45. Those attending the meeting will be sent copies of the papers and the names and status of any witnesses at least 5 working days before the date set for the meeting.

46. The matter will be treated as confidential until the hearing

47. The decision of the Governors on the matter shall be confirmed in writing to employees and their representative within 10 working days of the hearing taking place. 

48. The confidentiality of the minutes of the meeting shall be a matter for determination by the Governors.  

External procedures

49. Employees who are still dissatisfied and having exhausted this procedure may decide to take further action by using external procedures, which include employment tribunal. 
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