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1.
Introduction

1.1 Royal Greenwich is committed to creating harmonious workplaces in which employees are able to enjoy their work and carry out their duties effectively.  Managers are expected to act in accordance with Royal Greenwich’s statement of managerial values and all employees must be equally valued and treated with respect.  Managers and employees are expected to establish and maintain good relationships with each other but it is understood that problems may sometimes arise concerning work issues and relationships. It is hoped that in most cases these problems will be resolved by informal discussion but this procedure has been designed to deal with grievances which remain unresolved after the normal management process has been exhausted.

1.2 The procedure aims to settle grievances fairly and promptly, as near to the point of origin as possible, and sets out a formal procedure for individual employees to raise grievances about matters that remain unresolved.  
1.3 Every attempt should be made to resolve problems quickly and informally, by discussing the matter openly and honestly, and only when this fails should the formal procedure be used.  The aim of this procedure is to resolve problems as fairly and speedily as possible.

1.4 It is Royal Greenwich’s policy that everyone should be treated fairly and without discrimination in relation to their human rights regardless of sex, race, colour, language, religion, age, disability or sexuality.

1.5 Royal Greenwich will not tolerate processes, attitudes and behaviour that amount to any form of discrimination, including harassment, victimisation and bullying through prejudice, ignorance, thoughtlessness and stereotyping.  This commitment will be demonstrated from the most senior to the most junior positions within Royal Greenwich.  In practice this means:

· there will be clear and effective ways of raising any complaint, in confidence and without fear of recrimination;

· wherever appropriate, necessary steps will be taken to ensure the individual safety of the complainant;

· complaints shall  be properly investigated;

· staff making a complaint can choose to be represented/accompanied;

· staff will be informed of any complaints made against them.  They can be represented/accompanied and respond at any time during the investigation;

· all formal complaints will be monitored by Human Resources; 

· there is a right to appeal.

1.6 The Grievance Procedure is part of the contract of employment between Royal Greenwich and employees and this is stated in the written particulars of employment.

1.7 The Grievance Procedure will not apply to complaints or grievances which:-

· allege that the employee has been or will be dismissed (whether or not this is for a discriminatory reason) or that Royal Greenwich has decided to take disciplinary action for reasons of conduct or capability which falls short of dismissal (e.g. complaints of suspension without pay, demotion or reduction of pay). Such complaints will be dealt with under the Disciplinary Procedure.  

· are over 3 months old; however an employee may refer to earlier matters if they believe that they support the complaint or grievance; 

· are covered by statutory controls such as Income Tax, National Insurance and Pension Schemes;

· or are covered by other national or local appeals procedures.

1.8
If an employee is found to have made a false allegation(s) for malicious reasons, formal disciplinary action against the employee may be recommended under the Disciplinary Procedure. 

1.9
This procedure is applicable to all employees working under a contract of employment with Royal Greenwich.
1.10
Timescales may be varied by mutual consent of all parties involved.  

1.11
This procedure is not applicable to staff employed by locally managed schools who will be required to follow their own Grievance Procedure.

1.12 Any reference to Human Resources, Chief Officers and employees shall be construed as relating equally to other persons authorised to act on their behalf. 

2.
Managers role and responsibilities

2.1  Managers will:

· implement this procedure according to the timescales set out in this procedure

· act in accordance with Royal Greenwich’s management standards;

· set and monitor standards of behaviour in the workplace;

· provide advice and support to staff making a complaint;

· make every effort to deal with complaints informally;

· ensure that they are seen to be fair and equitable in their dealings with staff;

2.2
Employees will:
· make every effort to resolve the problem or complaint with their manager before starting the formal grievance procedure;

· bring any grievance complaint within 3 months of the issue or incident occurring; 

· follow the stages of the procedure in sequence.

3.
Role of Human Resources
3.1 Human Resources has responsibility for advising managers on all aspects of the operation of  this procedure and for helping to maintain consistency in its application. HR may at the request of both the employee and the manager assist in resolving the grievance on an informal basis.  This may include advice on obtaining assistance or use of mediation.  HR will also attend meetings arranged to consider appeals at Stage 3 of the procedure.

3.2  
HR will monitor the outcome of all formal grievances made under this procedure. Remedial action will be taken where necessary as part of Royal Greenwich's commitment to tackle and eradicate inequitable treatment in the workplace.

4.
Confidentiality

4.1 
Strict confidentiality must be maintained when dealing with grievances. Managers and staff involved in cases must not discuss or disclose facts or matters relating to the complaint to others who do not have a legitimate interest in the grievance.

4.2 
Records should be kept detailing the nature of the complaint raised, the response, any action taken, and the reasons for it. These records should be kept confidential and retained in accordance with the Data Protection Act (1998). 
5.
Bullying and Discrimination

5.1
Royal Greenwich operates a zero tolerance stance to any form of unlawful discrimination, harrassment, or bullying. 

6.
Grievance Procedure

6.1
Stage 1-Informal Stage
6.1.1
If an employee has a complaint relating to their employment then the first stage in the procedure is to raise this informally with their line manager.  It is anticipated that most complaints can best be resolved informally in discussion with the immediate line manager.  Such informal procedures concentrate on conciliation, not sanctions.  For example, asking someone to stop doing something or to apologise, rather than issue disciplinary warnings. 

6.1.2
Most issues can be resolved in this way, sometimes by acknowledging that although a matter may have created annoyance, it can best be handled by simply talking it through and agreeing how to improve the situation.  Where the grievance concerns the employee’s direct manager, the employee should discuss the matter with their manager’s line manager or seek advice from HR regarding an appropriate senior manager to consider the matter.  In these circumstances the Chief Officer will agree the appropriate manager to informally consider the grievance at this stage of the procedure.  

6.1.3
In some cases, employees may not consider it appropriate to raise matters informally due to the nature of the issues complained of. In such cases, the employee will not be precluded from having their grievance dealt with under Stage 2 of these procedures without first having to go through Stage 1.

6.2
Stage 2-Formal Stage

6.2.1
If the employee is not satisfied with the outcome of the informal discussion with their manager, or appropriate senior manager then they must within 3 months of the date of the act or matter complained about register the grievance formally in writing with their immediate manager using the Grievance Form – Stage 2.  A copy should also be sent to HR. The written statement must set out the full details of the grievance; why the employee is dissatisfied with the response at Stage 1 of the procedure (where applicable); and what it is that the employee thinks would be a satisfactory remedy.  Where the grievance is against the employee’s manager, the form should be sent to the manager’s immediate line manager, with a copy sent to HR. 

6.2.2 
The Stage 2 manager shall:

· within 5 working days write to the employee acknowledging receipt of the grievance; 

· within a further 15 days convene a meeting with the employee to explore possible resolutions to the grievance, and ellict any further information or seek clarification on any matters which are unclear.  The employee will be notified of the date and of the right to be accompanied by a trade union representative or work colleague;

· investigate the complaint and interview all other parties as appropriate;
· write to the employee notifying them of whether or not the grievance has been upheld.  The letter must be sent within 40 days from the date the grievance was received.  If it is not possible for the Stage 2 manager to notify the employee in writing of the outcome within the 40 day time period, the Stage 2 manager must explain in writing to the employee why it has not been possible to comply, and when a reply can be expected.

6.3
Stage 3-Appeal 
6.3.1 An employee who remains dissatisfied with the outcome of the Stage 2 process can appeal against the decision by submitting a written statement to HR within 10 working days of being notified.  This must be done using the Standard Appeal Form available on the HR Intranet. The employee may submit other documentation for consideration at the appeal.  

6.3.2
Any documents must be submitted with the appeal form. Late submission of documents will only be considered where the employee can show that it was not possible to submit them at the time the appeal was lodged or if those documents were not in existence at the relevant time.  HR will arrange for the appeal to be considered by a senior manager (the Appeal Officer) graded PO6 or above. 

6.3.3 The Stage 2 manager will prepare a written response to the employee’s appeal grounds and document(s) submitted.  This must be sent to the Appeal Officer within 20 working days of the date that the appeal was received by the manager.  
6.3.4
The Appeal Officer will then convene a meeting involving the Stage 2  manager who dealt with the grievance at Stage 2, the employee and his/her Trade union representative or work colleague and reply to the employee on the same basis as Stage 2.  HR should also be present at the meeting to give advice where appropriate. 

6.3.5
The decision from the Appeal Officer will then be the final response by Royal Greenwich.

6.4
 Grievances made during the course of a disciplinary process

6.4.1  Grievances lodged at any time up to any appeal hearing, which concern or connected to disciplinary matters will normally be dealt with as part of the Disciplinary Procedure. However, managers are advised to consult with HR for further guidance in relation to these matters.  
6.4.2 
Any grievances raised after any dismissal or warning stage but before an appeal stage will normally be considered at the appeal hearing under the Disciplinary Procedure. Insofar as grievances brought by an employee are unconnected to matters concerning the disciplinary process, the Grievance Procedures will apply in relation to those unconnected complaints.  Managers are advised to consult with HR for further guidance in relation to these matters.  

7.
Further information

7.1 For further information on the operation of this procedure, please contact HR Coaching and Advice.  
	
	


Appendix: A   Grievance Form – Stage 2  

It is hoped that most grievances will be resolved by informal discussion as set out in Stage 1 of the Grievance Procedure. When  the informal stage has been unsuccessful then this form should be used to submit a formal grievance. 

Name: ………………………………….…….. Payroll No: ..……………..

Job title:……………………………………Service Area : ...…………….. 

Work address: ………………………………………………………………………………….

Telephone No:……………………………………………………………….     

What is your complaint? (Please continue on separate sheet if required)

When did you speak informally to your manager about this complaint?    

Date ………….
Why are you dissatisfied with the response?

What do you think should be done to put things right?

Signature…………………………………………………………Date………………
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