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1.
Consultation

Consultation undertaken with:-

· Newcastle College:
Yes

· Skelmersdale & Ormskirk College:
Yes

· TWL:

Yes
2.
Applicability of Policy to Organisation

This policy applies to:-

· Newcastle College:



Yes

· Skelmersdale & Ormskirk College:
No 
· TWL:





Yes 
3.
Scope and Purpose of Policy

· This policy and procedure does not form part of staff contracts of employment.  It applies to all staff employed at Newcastle College under a contract of employment, other than the “holders of senior posts”, as defined in the College’s Articles of Government and other than those staff who are in their probationary period.  This policy and procedure does not apply to independent contractors working in the College.

· The purpose of this procedure is to encourage open communication between employees and their managers to ensure that questions and problems arising during the course of their employment can be aired and, where possible, resolved quickly and to the satisfaction of all parties involved.
· The procedure is relevant where an individual or a group of employees has a grievance about a matter relating to their employment.  Separate procedures covering cases of harassment and collective disputes are available and should be used in these situations.
· The Grievance Procedure may not be used in relation to the application of any other College procedure or to seek redress of any issue raised under the procedure.  The appeal mechanism attached to each procedure should be used.  

4.
Policy Statement

The purpose of the procedure is to allow employees to freely express a matter of concern, problem or complaint and to try and resolve the issue by means of discussion and negotiation.  The procedure aims to help resolve individual grievances in a manner which is fair and as quick as possible.  It is the colleges aim to find a solution to grievances as early in the procedure as possible.
5.
Equality and Diversity Statement


In accordance with College procedures an equality impact assessment was been undertaken for this policy on 13 March 2008.
6.
Linked Policies

Disciplinary Policy

Capability Policy

7.
Linked Procedures


Disciplinary Procedure


Capability Procedure
8.
Location and Access to the Policy
The Policy can be accessed from:

· Human Resources Department

· Via the Desk Top College under College Policies 
9.
Person Responsible for the Policy
The Director of Human Resources is responsible for ensuring that:
· The procedure is monitored and reviewed in line with relevant legislation, Codes of Practice, case law and good employer practice;

· Any changes to the procedure other than purely legislative are subject to consultation with representatives of recognised trade unions;

· The implementation of the procedure is monitored to ensure fair and consistent treatment of individuals under the policy;

10.
Variations
No variations to this policy have been made in relation to any Division of Newcastle College Group to whom it applies.  Skelmersdale and Ormskirk College have a separate policy which reflect their organisation.
SPECIAL NOTE

Before contemplating the use of this procedure there is an expectation that all parties should first seek to resolve any problems or issues by informal discussions, without using the formal grievance procedure.

Grievance Procedure

1
Key Principles and Definitions
1.1 This procedure is intended to satisfy the requirements of the Articles of Government and is based on the principles of the ACAS Code of Practice ‘Disciplinary and Grievance Procedures’.
1.2 At all stages of the procedure an employee who has a grievance, or those against whom a grievance is raised, will have the right to be accompanied by a representative of a recognised trade union or a work colleague.

1.3 An employee shall not be victimised or discriminated against as a result of bringing a complaint under the Grievance Procedure.

1.4 If the employee or chosen representative of the employee is unavailable on the date which has been set for the grievance hearing, or if there is some other good or urgent cause, the employee may seek to delay the date of the hearing on one occasion by no more than 5 working days after the date proposed by the College.

2
The Procedure


Statement of grievance

2.1 The employee should set out the basis of their grievance in writing (using Appendix B form) and send it to the Line Manager.

2.2 If the grievance is against the Line Manager the grievance should be submitted, in writing, to the Director of School/Service.

2.3 If the grievance is against a Director of school/service the grievance should be submitted, in writing, to the HR department and a designated neutral manager will be appointed to hear the grievance.

The Meeting

2.4
The Line Manager will acknowledge receipt of the Grievance and a meeting will be arranged normally within 10 working days of receipt of the grievance.  The employee will be informed of their right to be accompanied at the meeting by a work colleague or trade union representative.

2.5
At the meeting the employee will be given the opportunity to explain their grievance and say how they think it may be resolved. 

2.6
The Line Manager or his/her advisor will ask questions in order to understand all the issues before calling for an adjournment to consider their decision or to make further investigations if necessary.

2.7
The Line Manager will consider all the matters raised during the meeting and will inform the employee of the decision in writing within 10 working days.


The Appeal

2.8
If the grievance has not been resolved as a result of the meeting to the satisfaction of the employee an appeal may be submitted, in writing (using Appendix B form), to a Director of school/service or a designated Vice Principal if the Director of school/service is the employee’s line manager within 10 working days of receipt of the decision reached at stage one.

2.9
A meeting will be arranged within 10 working days of receiving the appeal with the Director of school/service or designated VP.  The employee has the right to be accompanied at the meeting by a work colleague or trade union representative.  If working conditions make this impractical, it will take place as soon as possible.  Any delays will be explained in writing. 
2.10
The Director of school/service or designated VP will be supplied with all the documentation in relation to the grounds for appeal before s/he considers the grievance.

2.11
The Director of school/service or designated VP will issue and send to the employee a written copy of the decision within 10 working days of the appeal hearing.  

2.12.1 The decision of the Director of school/service or designated VP after the appeal will be final and will complete the Grievance Procedure.
Modified Grievance Procedure
This will apply where 

· The employee has ceased to be employed by the College;

· The College was unaware of the grievance before the employment ceased or, the College was aware of the grievance but the standard grievance procedure had not been commenced or was not completed before the employment ended; and 

· The College will notify the employee that the modified procedure should apply in these circumstances.
· The employee must set out in writing to the College, the grievance and the basis for it.

· The College will set out a response in writing and send a copy of it to the employee. This will normally be within 15 working days of receiving the grievance.  There will be no right of appeal.
	Appendix A – Procedure for the Conduct of a Grievance / Appeal Hearing

Stages 1 & 2


Note:  It is the responsibility of each party to take their own notes of the hearing.  The Manager conducting the hearing or a member of either party may request an adjournment at any time.
NB. The Grievance Hearing will only involve the employee(s) raising the Grievance / Appeal, their Representative, the Manager/Director/designated VP appointed to hear the Grievance / Appeal and their advisor (who may be a fellow colleague or member of Human Resources).

Introduction

1. The person appointed to hear the Grievance / Appeal will introduce all those present and outline the procedure for the hearing including the use of adjournments.

The Case for the Grievance

2. The employee(s) or their representative will present the case in support of the grievance.

3. The appointed person hearing the grievance may ask questions of the employee(s) 

4.
The representative may address the hearing but they cannot answer questions on behalf of the employee(s).

5.
The employee(s) and their representative will be asked if there is anything else that they may wish to add.

The Person appointed to hear the Grievance / Appeal

6.
Prior to hearing the grievance the information will have been collated and read by the manager .
7. 
If there is sufficient information a decision will be made at the time.  If further investigations are needed a decision can be delayed.

8.
Once the decision has been made this will be confirmed to the employee(s) in writing, within 10 working days.

Appendix B: Grievance – Statement Of Grievance and Meeting. 
Note: Employees submitting a grievance should carefully read the Employee Grievance Procedure before completing this form. 

	NAME OF EMPLOYEE
	

	DEPARTMENT/SECTION
	

	JOB TITLE
	

	WHAT IS YOUR GRIEVANCE AND WHO IS IT AGAINST?



	WHAT DO YOU WANT TO HAPPEN AS A RESULT OF THIS GRIEVANCE?




Signature of Employee: _________________________________________
Date: _______________________________________________________________
FINAL approved May 2008
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