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Introduction

There is no real substitute for a good day to day employee/manager relationship for the resolution of work related problems and we would encourage you to raise any concerns you have about your employment informally as described in section 3 below.

We recognise, however, that there may be occasions where this informal approach may fail to resolve an issue. The formal grievance procedure contained in this policy is designed to ensure that you are able to raise any grievance at an appropriate level without feeling worried about doing so. You will not be prejudiced for making a grievance.  Any grievances will be dealt with promptly and in a fair, constructive and consistent manner. In addition to the Grievance Procedure, the FWA also has a Policy and Procedure for addressing concerns regarding Harassment and Bullying and a Whistle Blowing Policy and Procedure.  Copies of these can be found in your Handbook or can be obtained from your Line Manager.

2. Status of the Policy
This policy is not intended to be contractually binding.  The procedures contained in this policy incorporate the requirements of the statutory grievance procedures and comply with the guidance contained in the ACAS Code of Practice on Disciplinary and Grievance Procedures.

We reserve the right to deviate from the procedures contained in this policy, depending on the circumstances in any particular case.  

3. Informal Grievances

If you have any concerns about any aspect of your work we would encourage you to discuss this with your Line Manager at the earliest opportunity.  If you are uncomfortable discussing the matter directly with your Line Manager, then you may wish to discuss the matter informally with a Board Director who will be happy to facilitate discussions with your Line Manager. 

4. Grievance Procedure

4.1 Step One: Raising a Grievance

The first step of the grievance procedure is for you to put your grievance in writing:

a) You should set out your grievance and the basis for it in a written statement explaining that you wish to use the formal grievance procedure.

b) You should send or give this statement (or a copy of it) to your Line Manager. If, however, your grievance relates to your Line Manager you may send or give this statement (or a copy of it) to a Board Director.  

4.2 Step Two:

The next step is for us to invite you to a meeting to discuss your grievance:

(a) The relevant person dealing with your grievance will arrange a meeting with you to discuss the matter.  Normally this meeting will take place within 5 working days of receipt of your statement.  Another member of staff or representative may also be present. We will provide you with an explanation if we cannot meet this time scale.

(b) You must take all reasonable steps to attend the meeting.  If you are genuinely unable to attend the grievance meeting for an unforeseen reason such as sudden illness, we will re-arrange it.  However, if you fail to attend the meeting without an adequate explanation, we reserve the right to consider the matter and reach a decision in your absence.  

(c) You will have the right to be accompanied at the grievance meeting by a fellow employee or an appropriate person if you wish.  If your chosen companion cannot attend the grievance meeting, you may request a postponement to a reasonable alternative time within 5 working days of the date of the original meeting. We reserve the right to ask you to choose a different companion if we consider that the presence of your chosen companion may prejudice the meeting or he or she has a conflict of interest.

(d) At the grievance meeting, you will be able to explain your grievance and say how you think it should be resolved. Your comments will be given due and proper consideration by the relevant person conducting the meeting before he or she makes a decision.  In order to do this thoroughly, the line manager may adjourn the meeting and where appropriate may undertake further investigations.
You may be informed of the Line Manager’s decision regarding the outcome immediately in person at the meeting, but in any event you will be notified in writing of his/her decision together with the reasons for this decision. Normally this will be within 5 working days of the meeting. We will provide you with an explanation if we cannot meet this time scale.
4.3 Step Three: Appeal

If you are not happy with the outcome of the step 2 meeting, you may appeal.  If you do not submit an appeal, we will assume that you are satisfied with the outcome.

(e) If you wish to appeal you should set out the basis for your appeal in a written statement explaining that you wish to appeal.

You should send or give this statement (or a copy of it) to your Line Manager or Board Director within 5 working days of the date on which you receive the written confirmation of the outcome referred to at point 0 above.

(f) The appeal will consist of a further meeting at which you will be able to make your case as to why you are unhappy with the outcome after the step 2 meeting. Usually, the appeal meeting will be conducted by a Board Director who is senior to the Manager who initially considered your grievance.

(g) You will be required to take all reasonable steps to attend the appeal meeting. You will have the right to be accompanied at the meeting by a fellow employee or an appropriate person if you wish. The conditions set out in point (c) will apply.

The Board Director hearing your appeal will decide whether or not to uphold the outcome of the step 2 meeting. His/her decision, together with the reasons for this decision, will be confirmed to you in writing and will be final and binding.
5. Grievances after your Employment has Ended

If your employment has ended the following shall apply:

(h) If your employment ended before you sent us a statement of your grievance as required in section 4.1 above, you may nevertheless still submit a grievance to us.  Providing it is reasonably practicable for us to do so, we will consider your grievance in accordance with the procedure set out in section 4.  However, we may write to you to ask you to agree to follow the modified procedure set out in section 6 below.  If you prefer you can request that your grievance be dealt with under the modified procedure.

(i) If your employment ended after the formal grievance procedure was commenced, but prior to it being completed, provided it is reasonably practicable for us to do so, we will complete the procedure.  However we may write to you to ask you to agree to follow the modified procedure set out in section 6. If you prefer you can request that your grievance be dealt with under the modified procedure.

If, after your employment has ended, it is not reasonably practicable for us to follow the grievance procedure, your grievance will fall.  However, if your employment ends after the meeting described in section 4.2 has been held, but prior to us confirming the outcome, we will still write to you to confirm the Boards decision regarding the outcome together with the reasons for this decision.

6. Modified Grievance Procedure

Step one: Raising a Grievance

(j) You should set out your grievance, and the basis for it, in a written statement.

(k) You should send or give this statement (or a copy of it) to the Line Manager or Board Director
Step two: Response

We will consider your statement and where appropriate may undertake investigations into any point you raise.

(l) You will be informed in writing of our response to your statement together with the reasons for this response. Normally this will be within 10 working days of receipt of your statement.  This response will be final and binding.
7. Records

Notes of all meetings, reports, recommendations and all other documents relating to any grievances made under this policy will be kept on your personnel file.   You are entitled to request copies of these records, subject to any duty of confidentiality owed to any third party.

8. Revision of Policy 

The FWA reserves the right to amend and/or withdraw this policy from time to time for any reason, including without limitation, to take account of changes in the law, best practice and/or operational requirements.
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