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1. Introduction 
 
This policy and procedure does not form part of an employee’s contract of employment. It may be 
amended at any time and the University may depart from it depending on the circumstances of any 
case. This policy covers all employees of the University who are not covered by the Articles of 
Association. 
 
A grievance can generally be described as “concerns, problems or complaints that employees raise 
with their managers” (Ref: ACAS). The University seeks to provide a fair and consistent method of 
enabling staff to raise concerns, problems or grievances. The aim will be to address and resolve 
problems informally, where possible, as close to the source of the grievance and without delay.  
 
Members of staff are encouraged to try to settle any grievances promptly through informal action 
either through discussion with their line manager or the person concerned.  Where an employee 
wishes to address their grievance informally, and they have a confidential discussion with their 
manager or an HR Officer, the formal Grievance Policy and Procedure will not be invoked.  
 
It is important to note that managers should take all complaints seriously, even if not in writing. 
However, all formal grievances should be submitted in writing.  
 
Managers will take every step necessary (including disciplinary action) to ensure that employees 
raising a grievance will not be disadvantaged or victimised.   
 
At any stage of this procedure, where it is considered possible, mediation may be chosen to help 
resolve matters.  Further advice on mediation or any aspect of the Grievance Policy and Procedure 
can be obtained from the Human Resources Department. All employees are able to access the 
University’s Grievance Policy and Procedure in hard copy from the Human Resources Department, or 
via the HR page on the University’s Intranet. 
 
The grievance procedure will be carried out in confidence (unless otherwise agreed by the parties 
involved) and will not prejudice the current employment or future career prospects of the employee 
raising a grievance in good faith.   
 
All grievance records (including those of formal grievance and appeal hearings) will be held in 
accordance with the Data Protection Act 1988. 
 

2.  Scope of the Grievance Policy and Procedure 
 

2.1  When the procedure can be used 
 

This procedure sets out the process available to individual employees who wish to rectify a 
situation which appears to them to be incorrect.  The procedure is available to any employee 
who has a grievance about any of the following: 
 
a)  his/her own work; 
 
b)  the way that he/she is managed or supervised; 
 
c)  the interpretation of terms and conditions which apply to the post; 
 
d)  any other work-related grievance which affects their work or wellbeing. 
 
The University intends that employees who have such a grievance can receive an early 
resolution to their problem, or an explanation from the appropriate manager of the 
circumstances that exist which preclude a resolution which is acceptable to the individual. 

 
2.2   When the procedure cannot be used 

 
This procedure should not be used for the following, where separate procedures exist: 
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a)  Collective disputes and matters related to collective agreements which are handled by 
the Joint Consultative Group: these matters should be raised with the 
representative(s) of the appropriate trade union(s). 

 
b)  Disciplinary matters: these would be covered under the University’s Disciplinary Policy 

and Procedure.  If an employee is dissatisfied with any disciplinary action, they should 
submit an appeal. 

 
c)  Matters unconnected with work practices, or conditions of employment, and issues 

that are outside the control of the University, such as statutory measures. 
 
d) In the case of alleged bullying or harassment the Dignity at Work/Bullying and 

Harassment procedures should be used. 
 
e) Matters connected with grading/salary issues for which a separate process exists e.g. 

Higher Education Role Analysis. 
 
f) Matters connected with capability and/or performance where the Capability Policy and 

Procedure should be used. 
 

g)  Where consultation is being conducted with employees on any aspect of 
organisational change, matters relating to this would be dealt with through the Policy 
and Procedure for dealing with Organisational Change.  

 
3.  Stages of a grievance resolution 

 
3.1 Informal resolution stage: Most grievances can be resolved quickly and informally 

through discussion with the relevant persion i.e. manager or colleague (outlined in 7).  
 
3.2 Formal resolution stage: If the informal resolution stage proves to be unsuccessful, 

or if it is deemed not to be appropriate, then the formal stage procedure will need to 
be followed (outlined in 8). 

 
4.  Counter-grievance 
 
If a grievance is raised in response to another grievance (a counter-grievance), or in response to 
action being taken under another policy or procedure (managing poor performance for example), the 
Director of Human Resources shall decide the order in which matters are dealt with.  The University 
reserves the right to instigate disciplinary action if the case is judged to be vexatious or defamatory. 
 

5.  Group grievance 
 
Sometimes several people can raise a group grievance about the same issue.  In certain instances it 
may be appropriate for the group to elect a spokesperson on their behalf and agree on a joint 
statement, rather than individual statements from all involved.  For grievances against several people, 
individual responses to the grievance will be needed.  Outcomes of grievances will be advised 
individually and not to the group (unless the individuals agree that responses should be provided to 
the group). 
 

6.  Representation 
 
Staff have the right to be accompanied by their Trade Union representative or a workplace colleague 
at formal meetings, should they wish. The representative may confer with the employee at any time 
during the meeting and they can summarise any information they may want to present on their behalf 
or call for adjournments, but they are not able to answer questions on the employee’s behalf. 
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7.  Informal procedure 
 
Where an employee has a grievance, he/she should as a first step either approach the individual who  
is believed to be the cause of the grievance, or speak to their own line manager. An attempt should be 
made to redress the matter informally. If the complaint is about their own line manager then they 
should speak to their line manager’s manager who will aim to resolve matters as quickly as possible.  
 
An informal approach might include the use of a trained mediator to work with both parties on reaching 
an amicable resolution.  This may include one-to-one meetings between the parties. Managers will 
also try to resolve matters informally.  Human Resources will provide appropriate support and 
guidance at any stage of the procedure. 
 
If the employee is dissatisfied with the result of informal action, or if informal action is not appropriate, 
they may proceed to the formal procedure for the redress of the grievance. 

 
8.  Formal procedure 
 
The formal procedure involves two stages: 1) formal meeting and 2) right of appeal 
Where an employee feels that the informal procedure has been exhausted or they do not feel able to 
raise their grievance informally, then they should raise the matter formally, in writing, completing the 
attached Grievance Notification form (Appendix 1).  The completed form should be forwarded to their 
manager (or manager’s manager in the case of a grievance against the line manager). A written 
grievance that has not been communicated via the notification form will still be accepted if it confirms 
that it is a grievance and contains a brief description of the nature of the complaint, including any 
relevant facts, dates and names of the individuals involved. 
 
In most circumstances the line manager with whom the employee has raised the grievance will 
investigate the grievance; however in some instances (for example a grievance against the line 
manager, a group or counter-grievance), an independent manager will be appointed to undertake the 
investigation.  In both instances an HR Officer will work closely with the investigating manager to 
support the process. 
 
The key purpose of the investigation is to discover all the relevant facts and information, in a fair, 
reasonable and objective manner. The nature of the investigation will depend on the allegations made.  
It may involve interviewing and taking statements from the employee, the individuals involved in the 
grievance, and any witnesses. The necessary length and detail of an investigation will depend on the 
circumstances of the grievance.   
 
Where it is necessary for the investigating manager to approach witnesses as part of the investigation, 
the manager will meet with the witnesses to talk through their evidence in more detail. Where it is not 
possible to meet with the witnesses, the investigating manager may require a written statement 
confirming their recollection of events. 
 
The employee must co-operate fully and promptly in any investigation. This may include informing the 
manager of the names of any relevant witnesses, disclosing any relevant documents and attending 
interviews, as part of the investigation. 
 

8.1  Stage 1: Formal meeting 
 

The manager will arrange a formal meeting with the employee to be held without 
unreasonable delay on receipt of the grievance.  The meeting will take place normally within 
five working days of receipt of the grievance, unless another timescale is mutually agreed.  
The employee will be informed of the date and time in advance of the meeting.  

 
The employee may wish to be supported at the meeting by their trade union representative or 
a work colleague.  An HR Officer will attend the meeting to advise on process and to take 
notes, as appropriate.  Notes of the investigation and any subsequent witness meetings do not 
have to be verbatim but should reflect the key issues/points discussed so that they can be 
referred to later in the investigation for clarification. Notes taken at meetings will be sent to the 
witness to agree content. Neither the investigating manager nor an employee can insist on 
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making an electronic recording of any meeting/interview. Disciplinary action may be taken 
where illicit recording has taken place. 

 
Where an employee is persistently unable or unwilling to attend a formal meeting without good 
cause, the manager may make a decision on the evidence available, and the employee will be 
informed that this is the case. 

 
At the conclusion of the formal meeting, the manager hearing the grievance will state the 
action that he/she intends, or is able, to take to redress the grievance and will reply to the 
grievance in writing, normally within five working days of the meeting.  Where possible, the 
investigating manager will meet with the complainant to talk them through their investigation 
findings and any recommendations made to resolve the situation.  Where a grievance is not 
upheld, the investigating manager will make sure the reasons for this are carefully explained. 

 
8.2  Stage 2: Right of Appeal 
If the employee is dissatisfied with the outcome of the discussion at Stage 1, the employee 
may exercise their right to appeal. The purpose of the appeal is to consider whether the action 
taken by the manager to resolve the grievance was fair and reasonable under the 
circumstances.  The employee should outline the grounds for their appeal in writing.  The 
appeal should be sent to the Director of Human Resources within five working days of the 
outcome of the decision at Stage 1.  

 
The Director of Human Resources will organise an appeal hearing to be heard by a senior 
manager not previously involved in the case (e.g. a Director or Head of Department).  The 
employee will be informed of the date and time in advance of the meeting (usually within 5 to 
10 working days of the receipt of the appeal, unless another timescale is mutually agreed).  A 
written record of the grievance, together with all other relevant documentation, will be sent to 
panel members.  

 
The employee may wish to be accompanied to the appeal hearing by a workplace colleague 
or a trade union representative.  An HR Officer will attend the meeting to advise on process 
and to take notes, as appropriate.  

 
The employee will be informed of the outcome of the Appeal Hearing in writing, normally 
within five working days of the Appeal Hearing. There is no further right of appeal. 

 
9.   Post-Employment Grievances 
 
Employees are encouraged to raise any grievances they may have during their employment. 
Wherever possible, a grievance should be dealt with under the grievance procedure before an 
employee leaves the University.  However, a former employee may submit a grievance up to three 
months after his or her employment with the University has ceased.  Where a grievance is received by 
the University after employment has terminated, a modified procedure may apply but all decisions will 
be assessed on its own specific merits.  The former member of staff shall set down in writing the 
nature of the alleged grievance and send it to the Director of Human Resources.  The University will 
consider the grievance and respond in writing. The former employee will not have a right of appeal 
against the decision reached.   
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Grievance Policy and Procedure 2013-16: Appendix 1 

GRIEVANCE NOTIFICATION FORM 

NAME:      JOB TITLE: 

DEPARTMENT:    CAMPUS: 

 

Outline the nature of the grievance: 

 

 

 

 

_______________________________________________________________________________ 

Indicate why it is not possible to resolve the grievance at an informal stage (reference point 7, 

page 3 of the Grievance Policy and Procedure): 

 

 

 

 

_______________________________________________________________________________ 

Indicate remedy sought: 

 

 

 

 

(Please add additional pages if required) 

Signed:       Dated: 

_________________________________________________________________________________ 

 

NAME OF HR OFFICER SUPPORTING GRIEVANCE: 

NAME OF MANAGER MANAGING GRIEVANCE: 


