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Grievance Toolkit for Employees 
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1.0 [bookmark: _Toc33626599]PURPOSE
This toolkit is to provide assistance to employees who may be subject or involved in the Council’s Grievance at Work Policy and procedures, providing access to information they may require in relation to the process and the relevant paperwork which they may need to complete. This toolkit should be read with the Grievance at Work Policy. 
2.0 [bookmark: _Toc33626600]SCOPE
1. [bookmark: _Toc26516650][bookmark: _Toc26516771][bookmark: _Toc26517202][bookmark: _Toc26517292][bookmark: _Toc26517361][bookmark: _Toc26517420][bookmark: _Toc26517882][bookmark: _Toc26517961][bookmark: _Toc26518257][bookmark: _Toc26519700][bookmark: _Toc26888357][bookmark: _Toc27052924][bookmark: _Toc27052976][bookmark: _Toc27397614][bookmark: _Toc31360050][bookmark: _Toc33177417][bookmark: _Toc33177519][bookmark: _Toc33452744][bookmark: _Toc33626520][bookmark: _Toc33626601]
1. [bookmark: _Toc26516651][bookmark: _Toc26516772][bookmark: _Toc26517203][bookmark: _Toc26517293][bookmark: _Toc26517362][bookmark: _Toc26517421][bookmark: _Toc26517883][bookmark: _Toc26517962][bookmark: _Toc26518258][bookmark: _Toc26519701][bookmark: _Toc26888358][bookmark: _Toc27052925][bookmark: _Toc27052977][bookmark: _Toc27397615][bookmark: _Toc31360051][bookmark: _Toc33177418][bookmark: _Toc33177520][bookmark: _Toc33452745][bookmark: _Toc33626521][bookmark: _Toc33626602]
The Grievance at Work toolkit applies to Local Government Employees and Chief Officers. Teaching employees should refer to the procedures outlined in the SNCT Handbook of Conditions of Service. 
3.0 [bookmark: _Toc33626603]UNDERPINNING PRINCIPLES & OBJECTIVES
2. [bookmark: _Toc22638081][bookmark: _Toc22638888][bookmark: _Toc22645518][bookmark: _Toc22648242][bookmark: _Toc26516653][bookmark: _Toc26516774][bookmark: _Toc26517205][bookmark: _Toc26517295][bookmark: _Toc26517364][bookmark: _Toc26517423][bookmark: _Toc26517885][bookmark: _Toc26517964][bookmark: _Toc26518260][bookmark: _Toc26519703][bookmark: _Toc26888360][bookmark: _Toc27052927][bookmark: _Toc27052979][bookmark: _Toc27397617][bookmark: _Toc31360053][bookmark: _Toc33177420][bookmark: _Toc33177522][bookmark: _Toc33452747][bookmark: _Toc33626523][bookmark: _Toc33626604]
2. [bookmark: _Toc22638082][bookmark: _Toc22638889][bookmark: _Toc22645519][bookmark: _Toc22648243][bookmark: _Toc26516654][bookmark: _Toc26516775][bookmark: _Toc26517206][bookmark: _Toc26517296][bookmark: _Toc26517365][bookmark: _Toc26517424][bookmark: _Toc26517886][bookmark: _Toc26517965][bookmark: _Toc26518261][bookmark: _Toc26519704][bookmark: _Toc26888361][bookmark: _Toc27052928][bookmark: _Toc27052980][bookmark: _Toc27397618][bookmark: _Toc31360054][bookmark: _Toc33177421][bookmark: _Toc33177523][bookmark: _Toc33452748][bookmark: _Toc33626524][bookmark: _Toc33626605]
To support the Grievance at Work Policy by providing employees with the relevant information and paperwork to support them in the process. 

All matter should be dealt with in the following way: 

All Matters should be dealt with in the following way:
· If appropriate Informal approach considered as the first step in resolving issues 
· Issues raised and dealt with promptly without unnecessary delay
· Management actions are consistent
· Appropriate fact findings carried out to establish facts of each case
· Any grievance hearing will be conducted by a manager not involved in the matter giving rise to dispute
· Employees have the right to be accompanied at any grievance at work hearing (relevant companions/representatives are outlined in Section 4. Definitions of the Grievance at Work Policy.  
· Employees have the right of appeal against formal decisions made in matters which involve them. 
4.0 [bookmark: _Toc33626606][bookmark: _Toc225235688][bookmark: _Toc213746026][bookmark: _Toc213746213][bookmark: _Toc213746276]PROCESS
1.0 [bookmark: _Toc22199700][bookmark: _Toc22199755][bookmark: _Toc22199825][bookmark: _Toc22199874][bookmark: _Toc22200564][bookmark: _Toc22200795][bookmark: _Toc22201010][bookmark: _Toc22201360][bookmark: _Toc22201634][bookmark: _Toc22638087][bookmark: _Toc22638894][bookmark: _Toc22645524][bookmark: _Toc22648248][bookmark: _Toc26516656][bookmark: _Toc26516777][bookmark: _Toc26517208][bookmark: _Toc26517298][bookmark: _Toc26517367][bookmark: _Toc26517426][bookmark: _Toc26517888][bookmark: _Toc26517967][bookmark: _Toc26518263][bookmark: _Toc26519706][bookmark: _Toc26888363][bookmark: _Toc27052930][bookmark: _Toc27052982][bookmark: _Toc27397620][bookmark: _Toc31360056][bookmark: _Toc33177423][bookmark: _Toc33177525][bookmark: _Toc33452750][bookmark: _Toc33626526][bookmark: _Toc33626607]
2.0 [bookmark: _Toc22199701][bookmark: _Toc22199756][bookmark: _Toc22199826][bookmark: _Toc22199875][bookmark: _Toc22200565][bookmark: _Toc22200796][bookmark: _Toc22201011][bookmark: _Toc22201361][bookmark: _Toc22201635][bookmark: _Toc22638088][bookmark: _Toc22638895][bookmark: _Toc22645525][bookmark: _Toc22648249][bookmark: _Toc26516657][bookmark: _Toc26516778][bookmark: _Toc26517209][bookmark: _Toc26517299][bookmark: _Toc26517368][bookmark: _Toc26517427][bookmark: _Toc26517889][bookmark: _Toc26517968][bookmark: _Toc26518264][bookmark: _Toc26519707][bookmark: _Toc26888364][bookmark: _Toc27052931][bookmark: _Toc27052983][bookmark: _Toc27397621][bookmark: _Toc31360057][bookmark: _Toc33177424][bookmark: _Toc33177526][bookmark: _Toc33452751][bookmark: _Toc33626527][bookmark: _Toc33626608]
3.0 [bookmark: _Toc22199702][bookmark: _Toc22199757][bookmark: _Toc22199827][bookmark: _Toc22199876][bookmark: _Toc22200566][bookmark: _Toc22200797][bookmark: _Toc22201012][bookmark: _Toc22201362][bookmark: _Toc22201636][bookmark: _Toc22638089][bookmark: _Toc22638896][bookmark: _Toc22645526][bookmark: _Toc22648250][bookmark: _Toc26516658][bookmark: _Toc26516779][bookmark: _Toc26517210][bookmark: _Toc26517300][bookmark: _Toc26517369][bookmark: _Toc26517428][bookmark: _Toc26517890][bookmark: _Toc26517969][bookmark: _Toc26518265][bookmark: _Toc26519708][bookmark: _Toc26888365][bookmark: _Toc27052932][bookmark: _Toc27052984][bookmark: _Toc27397622][bookmark: _Toc31360058][bookmark: _Toc33177425][bookmark: _Toc33177527][bookmark: _Toc33452752][bookmark: _Toc33626528][bookmark: _Toc33626609]
4.0 [bookmark: _Toc22199703][bookmark: _Toc22199758][bookmark: _Toc22199828][bookmark: _Toc22199877][bookmark: _Toc22200567][bookmark: _Toc22200798][bookmark: _Toc22201013][bookmark: _Toc22201363][bookmark: _Toc22201637][bookmark: _Toc22638090][bookmark: _Toc22638897][bookmark: _Toc22645527][bookmark: _Toc22648251][bookmark: _Toc26516659][bookmark: _Toc26516780][bookmark: _Toc26517211][bookmark: _Toc26517301][bookmark: _Toc26517370][bookmark: _Toc26517429][bookmark: _Toc26517891][bookmark: _Toc26517970][bookmark: _Toc26518266][bookmark: _Toc26519709][bookmark: _Toc26888366][bookmark: _Toc27052933][bookmark: _Toc27052985][bookmark: _Toc27397623][bookmark: _Toc31360059][bookmark: _Toc33177426][bookmark: _Toc33177528][bookmark: _Toc33452753][bookmark: _Toc33626529][bookmark: _Toc33626610]
4.1 [bookmark: _Toc22199704][bookmark: _Toc22199759][bookmark: _Toc22199829][bookmark: _Toc22199878][bookmark: _Toc22200568][bookmark: _Toc22200799][bookmark: _Toc22201014][bookmark: _Toc22201364][bookmark: _Toc22201638][bookmark: _Toc22638091][bookmark: _Toc22638898][bookmark: _Toc22645528][bookmark: _Toc22648252][bookmark: _Toc26516660][bookmark: _Toc26516781][bookmark: _Toc26517212][bookmark: _Toc26517302][bookmark: _Toc26517371][bookmark: _Toc26517430][bookmark: _Toc26517892][bookmark: _Toc26517971][bookmark: _Toc26518267][bookmark: _Toc26519710][bookmark: _Toc26888367][bookmark: _Toc27052934][bookmark: _Toc27052986][bookmark: _Toc27397624][bookmark: _Toc31360060][bookmark: _Toc33177427][bookmark: _Toc33177529][bookmark: _Toc33452754][bookmark: _Toc33626530][bookmark: _Toc33626611]
4. [bookmark: _Toc33626612][bookmark: _Toc225235689]Process Overview
The Grievance at Work Policy has the following stages in the process, however depending on the nature of the grievance it may not always be appropriate to use informal action in the first instance. 
· Informal Action
· Grievance Hearing 
· Fact Finding 
· Grievance Appeals 
1 [bookmark: _Toc26516663][bookmark: _Toc26516784][bookmark: _Toc26517215][bookmark: _Toc26517305][bookmark: _Toc26517374][bookmark: _Toc26517433][bookmark: _Toc26517895][bookmark: _Toc26517974][bookmark: _Toc26518270][bookmark: _Toc26519713][bookmark: _Toc26888369][bookmark: _Toc27052936][bookmark: _Toc27052988][bookmark: _Toc27397626][bookmark: _Toc31360062][bookmark: _Toc33177429][bookmark: _Toc33177531][bookmark: _Toc33452756][bookmark: _Toc33626532][bookmark: _Toc33626613]
1.1 [bookmark: _Toc26516664][bookmark: _Toc26516785][bookmark: _Toc26517216][bookmark: _Toc26517306][bookmark: _Toc26517375][bookmark: _Toc26517434][bookmark: _Toc26517896][bookmark: _Toc26517975][bookmark: _Toc26518271][bookmark: _Toc26519714][bookmark: _Toc26888370][bookmark: _Toc27052937][bookmark: _Toc27052989][bookmark: _Toc27397627][bookmark: _Toc31360063][bookmark: _Toc33177430][bookmark: _Toc33177532][bookmark: _Toc33452757][bookmark: _Toc33626533][bookmark: _Toc33626614]
1.2 [bookmark: _Toc26516665][bookmark: _Toc26516786][bookmark: _Toc26517217][bookmark: _Toc26517307][bookmark: _Toc26517376][bookmark: _Toc26517435][bookmark: _Toc26517897][bookmark: _Toc26517976][bookmark: _Toc26518272][bookmark: _Toc26519715][bookmark: _Toc26888371][bookmark: _Toc27052938][bookmark: _Toc27052990][bookmark: _Toc27397628][bookmark: _Toc31360064][bookmark: _Toc33177431][bookmark: _Toc33177533][bookmark: _Toc33452758][bookmark: _Toc33626534][bookmark: _Toc33626615]
1.3 [bookmark: _Toc26516666][bookmark: _Toc26516787][bookmark: _Toc26517218][bookmark: _Toc26517308][bookmark: _Toc26517377][bookmark: _Toc26517436][bookmark: _Toc26517898][bookmark: _Toc26517977][bookmark: _Toc26518273][bookmark: _Toc26519716][bookmark: _Toc26888372][bookmark: _Toc27052939][bookmark: _Toc27052991][bookmark: _Toc27397629][bookmark: _Toc31360065][bookmark: _Toc33177432][bookmark: _Toc33177534][bookmark: _Toc33452759][bookmark: _Toc33626535][bookmark: _Toc33626616]
1. [bookmark: _Toc26516667][bookmark: _Toc26516788][bookmark: _Toc26517219][bookmark: _Toc26517309][bookmark: _Toc26517378][bookmark: _Toc26517437][bookmark: _Toc26517899][bookmark: _Toc26517978][bookmark: _Toc26518274][bookmark: _Toc26519717][bookmark: _Toc26888373][bookmark: _Toc27052940][bookmark: _Toc27052992][bookmark: _Toc27397630][bookmark: _Toc31360066][bookmark: _Toc33177433][bookmark: _Toc33177535][bookmark: _Toc33452760][bookmark: _Toc33626536][bookmark: _Toc33626617]
2. [bookmark: _Toc26516668][bookmark: _Toc26516789][bookmark: _Toc26517220][bookmark: _Toc26517310][bookmark: _Toc26517379][bookmark: _Toc26517438][bookmark: _Toc26517900][bookmark: _Toc26517979][bookmark: _Toc26518275][bookmark: _Toc26519718][bookmark: _Toc26888374][bookmark: _Toc27052941][bookmark: _Toc27052993][bookmark: _Toc27397631][bookmark: _Toc31360067][bookmark: _Toc33177434][bookmark: _Toc33177536][bookmark: _Toc33452761][bookmark: _Toc33626537][bookmark: _Toc33626618]
3. [bookmark: _Toc26516669][bookmark: _Toc26516790][bookmark: _Toc26517221][bookmark: _Toc26517311][bookmark: _Toc26517380][bookmark: _Toc26517439][bookmark: _Toc26517901][bookmark: _Toc26517980][bookmark: _Toc26518276][bookmark: _Toc26519719][bookmark: _Toc26888375][bookmark: _Toc27052942][bookmark: _Toc27052994][bookmark: _Toc27397632][bookmark: _Toc31360068][bookmark: _Toc33177435][bookmark: _Toc33177537][bookmark: _Toc33452762][bookmark: _Toc33626538][bookmark: _Toc33626619]
4. [bookmark: _Toc26516670][bookmark: _Toc26516791][bookmark: _Toc26517222][bookmark: _Toc26517312][bookmark: _Toc26517381][bookmark: _Toc26517440][bookmark: _Toc26517902][bookmark: _Toc26517981][bookmark: _Toc26518277][bookmark: _Toc26519720][bookmark: _Toc26888376][bookmark: _Toc27052943][bookmark: _Toc27052995][bookmark: _Toc27397633][bookmark: _Toc31360069][bookmark: _Toc33177436][bookmark: _Toc33177538][bookmark: _Toc33452763][bookmark: _Toc33626539][bookmark: _Toc33626620]
5. [bookmark: _Toc26516671][bookmark: _Toc26516792][bookmark: _Toc26517223][bookmark: _Toc26517313][bookmark: _Toc26517382][bookmark: _Toc26517441][bookmark: _Toc26517903][bookmark: _Toc26517982][bookmark: _Toc26518278][bookmark: _Toc26519721][bookmark: _Toc26888377][bookmark: _Toc27052944][bookmark: _Toc27052996][bookmark: _Toc27397634][bookmark: _Toc31360070][bookmark: _Toc33177437][bookmark: _Toc33177539][bookmark: _Toc33452764][bookmark: _Toc33626540][bookmark: _Toc33626621]
5.1. [bookmark: _Toc26516672][bookmark: _Toc26516793][bookmark: _Toc26517224][bookmark: _Toc26517314][bookmark: _Toc26517383][bookmark: _Toc26517442][bookmark: _Toc26517904][bookmark: _Toc26517983][bookmark: _Toc26518279][bookmark: _Toc26519722][bookmark: _Toc26888378][bookmark: _Toc27052945][bookmark: _Toc27052997][bookmark: _Toc27397635][bookmark: _Toc31360071][bookmark: _Toc33177438][bookmark: _Toc33177540][bookmark: _Toc33452765][bookmark: _Toc33626541][bookmark: _Toc33626622]
4. [bookmark: _Toc33626623]Informal Action 
In some instances, the informal stage of procedures may not be appropriate due to the nature of the complaint. Where the grievance relates directly to their line manager the employee can request advice from the HR Adviser. 

Where Informal action is relevant Line managers are encouraged to address issues with the employee at the earliest point possible. The informal approach may involve: 
· Talking in private to discuss the concern and understand the root of the problem 
· Managers will keep a brief note of informal approaches and agreed remedies 

Employees will not be entitled to representation at this stage as it is an informal meeting between employee and manager. In addressing issues raised in an informal way the following may be implemented as mechanisms to provide support:  

Coaching: Coaching may be appropriate where an employee raises a concern or complaint in relation to the role that they perform. The types of coaching that may be used could involve on the job training, job shadowing. This usually lasts for a short period and focuses on specific skills and goals. 

Mediation: Mediation may be appropriate as a means of solving or working to improve relationships following disagreement or misunderstandings occurring. The mediator will be objective in the process and can help parties reach agreement where it is otherwise seen to be impossible. Mediation is conducted on the basis that parties involved want to reach a mutually agreeable outcome and solution. This is a voluntary process and will only take place if both parties agree. Mediation is a confidential process where the terms of discussion are not disclosed to any party outside the mediation hearing. 

Training: Training for employees may be an appropriate outcome to ensuring that the issues raised by an employee are fully or partly addressed where a gap in skills, knowledge or competence to carry out the role have been raised by an employee. 

The Performance Development Review (PDR) Framework: Please refer to the procedures established within the PDR Framework & PDR Toolkit for guidance on addressing issues within the course of the PDR Framework communication and the setting, monitoring and review of objectives. 
[bookmark: _Toc22645530][bookmark: _Toc22648254][bookmark: _Toc26516679][bookmark: _Toc26516795][bookmark: _Toc26517226][bookmark: _Toc26517316][bookmark: _Toc26517388][bookmark: _Toc26517447][bookmark: _Toc26517909][bookmark: _Toc26517988][bookmark: _Toc26518284][bookmark: _Toc26519727]
1.2 [bookmark: _Toc22645531][bookmark: _Toc22648255][bookmark: _Toc26516680][bookmark: _Toc26516796][bookmark: _Toc26517227][bookmark: _Toc26517317][bookmark: _Toc26517389][bookmark: _Toc26517448][bookmark: _Toc26517910][bookmark: _Toc26517989][bookmark: _Toc26518285][bookmark: _Toc26519728][bookmark: _Toc26888382][bookmark: _Toc27052949][bookmark: _Toc27053001][bookmark: _Toc27397639][bookmark: _Toc31360073][bookmark: _Toc33177440][bookmark: _Toc33177542][bookmark: _Toc33452767][bookmark: _Toc33626543][bookmark: _Toc33626624]
2.2 [bookmark: _Toc22645532][bookmark: _Toc22648256][bookmark: _Toc26516681][bookmark: _Toc26516797][bookmark: _Toc26517228][bookmark: _Toc26517318][bookmark: _Toc26517390][bookmark: _Toc26517449][bookmark: _Toc26517911][bookmark: _Toc26517990][bookmark: _Toc26518286][bookmark: _Toc26519729][bookmark: _Toc26888383][bookmark: _Toc27052950][bookmark: _Toc27053002][bookmark: _Toc27397640][bookmark: _Toc31360074][bookmark: _Toc33177441][bookmark: _Toc33177543][bookmark: _Toc33452768][bookmark: _Toc33626544][bookmark: _Toc33626625]
3.2 [bookmark: _Toc22645533][bookmark: _Toc22648257][bookmark: _Toc26516682][bookmark: _Toc26516798][bookmark: _Toc26517229][bookmark: _Toc26517319][bookmark: _Toc26517391][bookmark: _Toc26517450][bookmark: _Toc26517912][bookmark: _Toc26517991][bookmark: _Toc26518287][bookmark: _Toc26519730][bookmark: _Toc26888384][bookmark: _Toc27052951][bookmark: _Toc27053003][bookmark: _Toc27397641][bookmark: _Toc31360075][bookmark: _Toc33177442][bookmark: _Toc33177544][bookmark: _Toc33452769][bookmark: _Toc33626545][bookmark: _Toc33626626]
4. [bookmark: _Toc33626627]Grievance at Work Procedures 
Grievances should be raised informally in the first instance where the circumstances allow for this approach. This can be done through an employee requesting a meeting with the line manager or the line manager taking action where an issues is apparent. 

In some instances, the informal stage of procedures may not be appropriate due to the nature of the complaint. Where the grievance relates directly to the line manager the employee can request advice from the HR Adviser. 

Formal Grievances should be raised using the Notification of Grievance Form – form can be found in Appendix 1. Where there is a joint grievance involving a number of employees the appointed manager to hear the grievance will request that nominated employees from the group attend to present the grievance on behalf of the group along with their representative/s. However all employees who are part of the grievance can expect to have the outcome and any other relevant information communicated to them throughout the process.

Employees should be aware that all records of meetings, completed forms and any other correspondence in relation to any matters can be used throughout the Grievance at Work process and may be considered on any appeals stages. 

[bookmark: _Toc33626628]Grievance Hearing  
[bookmark: _Toc22645543][bookmark: _Toc22648267][bookmark: _Toc26516688][bookmark: _Toc26516804][bookmark: _Toc26517234][bookmark: _Toc26517326][bookmark: _Toc26517398][bookmark: _Toc26517455][bookmark: _Toc26517917][bookmark: _Toc26517996][bookmark: _Toc26518292][bookmark: _Toc26519735]Where a formal grievance has been raised a grievance hearing will be arranged. The employee will receive the following:
· A letter inviting them to the hearing giving no less than 7 calendar days’ notice (any relevant witness statements will be included)  
· The employee will be informed of the outcome of the grievance in writing without unreasonable delay 
· In exceptional circumstances, these timescales may vary however, ongoing communication will be made with the employees to keep them up to date.

The hearing will allow the employee to present their case, provide any supporting evidence relating to the grievance and propose the way they see the issue being resolved. A written record will be taken of the hearing. 
In certain cases there may be a need for a grievance hearing to be postponed to establish the facts of the issue. In such circumstances, the employee will be communicated with. 
All employees will have the right to be accompanied at the hearing. 
It may be appropriate to take an adjournment to allow any mitigating factors or further information required to be addressed. 
Managers may not be able to provide an outcome to the grievance following the hearing and may have to adjourn the hearing if there is a requirement to establish the facts of the issue and/or seek further information. In certain circumstances this may involve the undertaking of a fact finding.
[bookmark: _Toc27397642][bookmark: _Toc33626629]Guidance for Fact Finding
What is a Fact Finding?
A fact finding is a way of establishing the facts of an incident or allegation made in relation to an employee. The fact finding is not a hearing but will generally involve meeting with relevant employee/s at which point they will be made aware of the allegations/reasons for the fact finding. The Fact Finding may involve the instigation of Discipline at Work Policy depending of the facts established.  

Who will conduct a Fact Finding? 
The Manager appointed to hearing the grievance will undertake the fact finding to establish the facts of the circumstances surrounding an incident or allegation. However depending on the circumstances a different Manager may be appointed.

[bookmark: _Toc27397644]The Fact Finding Report 
On concluding the Fact Finding the manager will review and consider the responses and the information/evidence collated and compile this into a Fact Finding report which will inform the Grievance outcome. The possible outcomes of the Grievance are:
· Uphold the grievance – to Support the employees case if full;
· Uphold the grievance in part – support certain points of the employees case;
· Not to uphold the grievance – The employee’s case is not supported in full.
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Where the employee does not agree with the outcome of the grievance hearing there is a right to appeal in line with section 5.3.6 of the Grievance at Work Policy. There are 2 appeal stages.

Appeals to the grievance hearing decision must be submitted within 14 calendar days of the response of the initial hearing or stage 1 appeal hearing using the Grievance Appeal Form (appendix 3)

The employee will receive a letter inviting them to the appeal hearing without unreasonable delay. 

The outcome of the appeal will be confirmed in writing within 7 calendar days of the hearing. The format of the appeal hearing is outlined in Appendix 1
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	Grievance Action 
	Authorised Level of Management to hear Appeals against Grievance Decision 

	Formal Grievance Hearing 
	3rd Tier Manager or 4th Tier Team Leader

	Appeal Hearing (Appeal 1)
	Next Tier Manager  

	Appeal Hearing (Appeal 2)
	Executive Officer



For Grievances raised against Executive Officers and Depute/Chief Executives 
	Grievance Action 
	Authorised Level of Management to hear Appeals against Grievance Decision 

	Formal Grievance Hearing 
	Executive Officer, Depute Chief Executive or Chief Executive

	Appeal Hearing (Appeal 1)
	Depute Chief Executive, Chief Executive or HR Appeals Board**

	Appeal Hearing (Appeal 2)
	Chief Executive or HR Appeals Board if not previously heard



For Executive Officers and Depute/Chief Executives 

	Grievance Action 
	Authorised Level of Management to hear Appeals against Grievance Decision 

	Formal Grievance Hearing 
	Depute Chief Executive or Chief Executive

	Appeal Hearing (Appeal 1)
	Chief Executive or Appeals Sub Committee **

	Appeal Hearing (Appeal 2)
	HR Appeals Board if not previously heard



** An HR Appeals Board Committee will be made up of appropriate Elected Members. 

Only where a grievance is in relation to an Executive Officer or Depute/Chief Executive will a HR Appeals Board be implemented. 

In exceptional circumstances, these timescales may vary however, ongoing communication must be made with the employee to ensure that they are kept up to date and aware of the reason for variation. 

In the interest of consistency, the employee will always present the case first outlining their grounds of appeal followed by management. The format that is outlined below: 
· The chair of the appeal hearing will outline the procedure and the purpose of the hearing 
· The employee or representative shall be asked to put their case first; calling any witnesses if and when appropriate 
· The management side and the chair shall then have the opportunity to ask questions of the employee, their  representative and/or any witness(es) called on the employees behalf 
· The management side shall then have the opportunity to put forward their case and call any witnesses 
· The employee or the employee representative and the chair of the appeal hearing shall have the opportunity to ask questions of the management side and any of their witnesses
· The management side followed by the employee shall have the opportunity to sum up their individual cases. 

5.0 [bookmark: _Toc33626643]Contact & Support Details
5.0 

Queries in relation to the Grievance at Work Policy and Employee Toolkit can be directed to your Line Manager and/or advice and support is available from your Trade Union Representative.

Further information can also be sought from your HR Adviser at:

	HR Advisers

	Name
	Job Title
	Email
	Ext No

	Nikki Edgar
	HR Adviser
	nikki.edgar@eastdunbarton.gov.uk 
	5647

	Lorna McLaughlin
	HR Adviser 
	lorna.mclaughlin@eastdunbarton.gov.uk 
	3243

	Susie Andrews
	HR Adviser 
	susie.andrews@eastdunbarton.gov.uk 
	5608

	Susan Hamilton
	HR Adviser 
	susan.hamilton@eastdunbarton.gov.uk 
	5628

	Natalie Moyes
	HR Adviser
	natalie.moyes@eastdunbarton.gov.uk
	3172

	Anne Marie Cunningham
	Team Leader HR Operations
	annemarie_cunningham@eastdunbarton.gov.uk 
	5535




Support is also available from the Council Employee Assistance Programme Time for Talking:

Telephone: 0800 9703980
Email: admin@timefortalking.co.uk
Website: www.timefortalking.co.uk
Online Chat Password: TfTnow

Support is also available from your Trade Union Representative.



[bookmark: _Toc33174147][bookmark: _Toc33626644]Appendix 1: Notification of Grievance Form
The form should be completed by the employee and submitted following the procedure outlined in the Grievance at Work Policy. Employees can contact a HR Adviser for assistance in completing the form. The form is available in alternative format where required by contacting the HR Adviser.
	Personal Details  

	Name: 

	Employee 
Reference: 

	Designation: 

	Department: 

	Location: 

	Contact Number: 

	Any correspondence related to the grievance should be forwarded to the address below: 
Please outline a work/home address. 



	Companion Details 

	Trade Union Name: 

	Trade Union Rep: 

	Other Representative:  


	Informal Resolution & Proposed Informal Remedy 

	Informal approach taken 

	Actions/Remedy Proposed 

	Reason for moving to formal written grievance  

	Details of Complaint 

	

	Proposed Remedy 

	




	Employee Signature 

	Date

	
	





[bookmark: _Toc33174154][bookmark: _Toc33626645]Appendix 2: Notification of Grievance Appeal

The form should be completed by the employee and submitted where an employee is unhappy with the outcome of the grievance hearing. Employees can contact the Employee Relations Team for assistance in completing the form. The form is available in alternative format where required by contacting the Employee Relations Team.

	Stage of Appeal  

	Appeal against Grievance Hearing Decision (Appeal 1) 
	

	Appeal against Appeal Hearing Decision (Appeal 2)
	



	Personal Details  

	Name: 

	Employee 
Reference: 

	Designation: 

	Department: 

	Location: 

	Contact Number: 

	Any correspondence related to the grievance should be forwarded to the address below: 
Please outline a work/home address. 







	Companion Details 

	Trade Union Name: 

	Trade Union Rep: 

	Other Representative:  




	Details of Previous Hearing  

	Date Held: 

	Grievance heard by:

	Grievance Outcome Letter Received: 




	Nature of Original Grievance  

	





	Proposed Remedy at Grievance Hearing by Manager

	








	Reason for Appeal 

	





	Proposed Remedy by Employee at Appeal Stage 

	



	Employee Information   

	Signature 
	


	Date 
	




















Other Formats & Translations
This document can be provided in large print, Braille or on audio cassette and can be translated into other community languages. Please contact the Council’s Corporate Communications Team at:
East Dunbartonshire Council, 12 Strathkelvin Place, Southbank
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