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1.0 [bookmark: _Toc33621972]PURPOSE
This toolkit is designed to assist managers in implementing the Council’s Grievance at Work Policy and Procedures consistently and effectively. The toolkit contains standard paperwork, letter templates and guidance to be used for hearings and related correspondence under the Grievance at Work Policy and Procedures and should therefore be read in conjunction with the Grievance at Work Policy.
2.0 [bookmark: _Toc33621973]SCOPE
1. [bookmark: _Toc26516650][bookmark: _Toc26516771][bookmark: _Toc26517202][bookmark: _Toc26517292][bookmark: _Toc26517361][bookmark: _Toc26517420][bookmark: _Toc26517882][bookmark: _Toc26517961][bookmark: _Toc26518257][bookmark: _Toc26519700][bookmark: _Toc27035924][bookmark: _Toc27036450][bookmark: _Toc27052179][bookmark: _Toc31357521][bookmark: _Toc31357611][bookmark: _Toc31360530][bookmark: _Toc33172812][bookmark: _Toc33172908][bookmark: _Toc33173511][bookmark: _Toc33174113][bookmark: _Toc33448729][bookmark: _Toc33620993][bookmark: _Toc33621974]
1. [bookmark: _Toc26516651][bookmark: _Toc26516772][bookmark: _Toc26517203][bookmark: _Toc26517293][bookmark: _Toc26517362][bookmark: _Toc26517421][bookmark: _Toc26517883][bookmark: _Toc26517962][bookmark: _Toc26518258][bookmark: _Toc26519701][bookmark: _Toc27035925][bookmark: _Toc27036451][bookmark: _Toc27052180][bookmark: _Toc31357522][bookmark: _Toc31357612][bookmark: _Toc31360531][bookmark: _Toc33172813][bookmark: _Toc33172909][bookmark: _Toc33173512][bookmark: _Toc33174114][bookmark: _Toc33448730][bookmark: _Toc33620994][bookmark: _Toc33621975]
The Grievance Policy and Procedures applies to all Local Government Employees and Chief Officers, Teaching employees should refer to procedures outlined in the SNCT Handbook of Conditions of Service. 
3.0 [bookmark: _Toc33621976]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: _Toc27035927][bookmark: _Toc27036453][bookmark: _Toc27052182][bookmark: _Toc31357524][bookmark: _Toc31357614][bookmark: _Toc31360533][bookmark: _Toc33172815][bookmark: _Toc33172911][bookmark: _Toc33173514][bookmark: _Toc33174116][bookmark: _Toc33448732][bookmark: _Toc33620996][bookmark: _Toc33621977]
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: _Toc27035928][bookmark: _Toc27036454][bookmark: _Toc27052183][bookmark: _Toc31357525][bookmark: _Toc31357615][bookmark: _Toc31360534][bookmark: _Toc33172816][bookmark: _Toc33172912][bookmark: _Toc33173515][bookmark: _Toc33174117][bookmark: _Toc33448733][bookmark: _Toc33620997][bookmark: _Toc33621978]
To outline the framework for dealing with grievance issues and the relevant steps that a line manager should undertake in line with the Grievance at work Policy. 

To provide comprehensive guidance on the process of dealing with issues from the informal stages to exhausting the internal procedures. 

To implement a framework that provides standard formats for implementing practices which take account of legislative compliance and best practice.  

The approach of the Council will be through the following principles: 
· Confidentiality 
· Objective Approach 
· Sensitivity to the feelings of all employees involved 
· Openness and Honesty 
· Effective information gathering 
· Willingness to resolve the issue
· Following the established procedures

All Matters should be dealt with in the following way:
· Consider an informal approach as the first step in resolving issues 
· Issues should be raised and dealt with promptly without unnecessary delay
· Managers should act consistently
· Appropriate fact findings carried out to establish facts of each case where required
· 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/appeal at work hearings (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: _Toc33621979][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: _Toc27035930][bookmark: _Toc27036456][bookmark: _Toc27052185][bookmark: _Toc31357527][bookmark: _Toc31357617][bookmark: _Toc31360536][bookmark: _Toc33172818][bookmark: _Toc33172914][bookmark: _Toc33173517][bookmark: _Toc33174119][bookmark: _Toc33448735][bookmark: _Toc33620999][bookmark: _Toc33621980]
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: _Toc27035931][bookmark: _Toc27036457][bookmark: _Toc27052186][bookmark: _Toc31357528][bookmark: _Toc31357618][bookmark: _Toc31360537][bookmark: _Toc33172819][bookmark: _Toc33172915][bookmark: _Toc33173518][bookmark: _Toc33174120][bookmark: _Toc33448736][bookmark: _Toc33621000][bookmark: _Toc33621981]
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: _Toc27035932][bookmark: _Toc27036458][bookmark: _Toc27052187][bookmark: _Toc31357529][bookmark: _Toc31357619][bookmark: _Toc31360538][bookmark: _Toc33172820][bookmark: _Toc33172916][bookmark: _Toc33173519][bookmark: _Toc33174121][bookmark: _Toc33448737][bookmark: _Toc33621001][bookmark: _Toc33621982]
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: _Toc27035933][bookmark: _Toc27036459][bookmark: _Toc27052188][bookmark: _Toc31357530][bookmark: _Toc31357620][bookmark: _Toc31360539][bookmark: _Toc33172821][bookmark: _Toc33172917][bookmark: _Toc33173520][bookmark: _Toc33174122][bookmark: _Toc33448738][bookmark: _Toc33621002][bookmark: _Toc33621983]
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: _Toc27035934][bookmark: _Toc27036460][bookmark: _Toc27052189][bookmark: _Toc31357531][bookmark: _Toc31357621][bookmark: _Toc31360540][bookmark: _Toc33172822][bookmark: _Toc33172918][bookmark: _Toc33173521][bookmark: _Toc33174123][bookmark: _Toc33448739][bookmark: _Toc33621003][bookmark: _Toc33621984]
4. [bookmark: _Toc33621985][bookmark: _Toc225235689]Process Overview
The Toolkit will support Managers to move through the following stages of the process:
· Informal Action
· Grievance Hearing 
· Fact Finding 
· Grievance Appeals
[bookmark: _Toc33621986]4.2 	Key Skills 
5.0 
· 
There are key skills which are considered essential in carrying out the responsibilities of the Grievance at Work Policy effectively as follows:
	Listening Skills 

	· Reassure and put the person at ease 
· Ensure that there are no distractions that will have an impact on the meeting
· Use appropriate responses such as nodding and asking further questions where necessary 
· Don’t try to listen and speak at the same time 
· Use appropriate levels of sensitivity 
· Be patient throughout the meeting/conversation 
· Control your own feelings
· Ask questions and seek appropriate examples where relevant

	Handling Difficult Conversations

	· Lead by example, do not react in a confrontational manner
· Recognise the importance of having good team relationships 
· Focus on the root of the issue and the facts
· Take account of the information objectively
· Use active listening skills to get the employee(s) point of view
· Allow the employee(s) to express their views 
· Aim to reach a solution through a joint approach
· Recognise the need for a break if the situation escalates, there are occasions the employee may be ‘letting off steam’ but know when to de-escalate the situation.

	Effective Note Taking 

	The purpose of note taking is to summarise what was discussed in a meeting/hearing, record any actions that require to be taken forward and the responsibility for doing so. Some hints and tips in making written records at meetings: 
· Don’t try to record every word that is said in the meeting
· Concentrate on the main points of the discussions, actions agreed and who should follow up on any actions
· Remember that the notes/reports will need to be understood by someone else and may be used further on in the process and so where possible provide the necessary detail, for example name, surname and job title when talking about somebody’s actions
· Remain objective throughout 
· Consider the format and language used in preparing any reports. 
· Type up your notes when the meeting is still fresh in your mind
· If more than 1 person is present, ask for one person to speak at a time to allow an accurate record to be made 
· Use headings or the questions asked to separate the information being presented
· Review the notes/ report prior to submitting to ensure that the content is clearly outlined and accurate


1 [bookmark: _Toc27035937][bookmark: _Toc27036463][bookmark: _Toc26516663][bookmark: _Toc26516784][bookmark: _Toc26517215][bookmark: _Toc26517305][bookmark: _Toc26517374][bookmark: _Toc26517433][bookmark: _Toc26517895][bookmark: _Toc26517974][bookmark: _Toc26518270][bookmark: _Toc26519713][bookmark: _Toc27035938][bookmark: _Toc27036464][bookmark: _Toc27052192][bookmark: _Toc31357534][bookmark: _Toc31357624][bookmark: _Toc31360543][bookmark: _Toc33172825][bookmark: _Toc33172921][bookmark: _Toc33173524][bookmark: _Toc33174126][bookmark: _Toc33448742][bookmark: _Toc33621006][bookmark: _Toc33621987]
1.1 [bookmark: _Toc26516664][bookmark: _Toc26516785][bookmark: _Toc26517216][bookmark: _Toc26517306][bookmark: _Toc26517375][bookmark: _Toc26517434][bookmark: _Toc26517896][bookmark: _Toc26517975][bookmark: _Toc26518271][bookmark: _Toc26519714][bookmark: _Toc27035939][bookmark: _Toc27036465][bookmark: _Toc27052193][bookmark: _Toc31357535][bookmark: _Toc31357625][bookmark: _Toc31360544][bookmark: _Toc33172826][bookmark: _Toc33172922][bookmark: _Toc33173525][bookmark: _Toc33174127][bookmark: _Toc33448743][bookmark: _Toc33621007][bookmark: _Toc33621988]
1.2 [bookmark: _Toc26516665][bookmark: _Toc26516786][bookmark: _Toc26517217][bookmark: _Toc26517307][bookmark: _Toc26517376][bookmark: _Toc26517435][bookmark: _Toc26517897][bookmark: _Toc26517976][bookmark: _Toc26518272][bookmark: _Toc26519715][bookmark: _Toc27035940][bookmark: _Toc27036466][bookmark: _Toc27052194][bookmark: _Toc31357536][bookmark: _Toc31357626][bookmark: _Toc31360545][bookmark: _Toc33172827][bookmark: _Toc33172923][bookmark: _Toc33173526][bookmark: _Toc33174128][bookmark: _Toc33448744][bookmark: _Toc33621008][bookmark: _Toc33621989]
1.3 [bookmark: _Toc26516666][bookmark: _Toc26516787][bookmark: _Toc26517218][bookmark: _Toc26517308][bookmark: _Toc26517377][bookmark: _Toc26517436][bookmark: _Toc26517898][bookmark: _Toc26517977][bookmark: _Toc26518273][bookmark: _Toc26519716][bookmark: _Toc27035941][bookmark: _Toc27036467][bookmark: _Toc27052195][bookmark: _Toc31357537][bookmark: _Toc31357627][bookmark: _Toc31360546][bookmark: _Toc33172828][bookmark: _Toc33172924][bookmark: _Toc33173527][bookmark: _Toc33174129][bookmark: _Toc33448745][bookmark: _Toc33621009][bookmark: _Toc33621990]
1. [bookmark: _Toc26516667][bookmark: _Toc26516788][bookmark: _Toc26517219][bookmark: _Toc26517309][bookmark: _Toc26517378][bookmark: _Toc26517437][bookmark: _Toc26517899][bookmark: _Toc26517978][bookmark: _Toc26518274][bookmark: _Toc26519717][bookmark: _Toc27035942][bookmark: _Toc27036468][bookmark: _Toc27052196][bookmark: _Toc31357538][bookmark: _Toc31357628][bookmark: _Toc31360547][bookmark: _Toc33172829][bookmark: _Toc33172925][bookmark: _Toc33173528][bookmark: _Toc33174130][bookmark: _Toc33448746][bookmark: _Toc33621010][bookmark: _Toc33621991]
2. [bookmark: _Toc26516668][bookmark: _Toc26516789][bookmark: _Toc26517220][bookmark: _Toc26517310][bookmark: _Toc26517379][bookmark: _Toc26517438][bookmark: _Toc26517900][bookmark: _Toc26517979][bookmark: _Toc26518275][bookmark: _Toc26519718][bookmark: _Toc27035943][bookmark: _Toc27036469][bookmark: _Toc27052197][bookmark: _Toc31357539][bookmark: _Toc31357629][bookmark: _Toc31360548][bookmark: _Toc33172830][bookmark: _Toc33172926][bookmark: _Toc33173529][bookmark: _Toc33174131][bookmark: _Toc33448747][bookmark: _Toc33621011][bookmark: _Toc33621992]
3. [bookmark: _Toc26516669][bookmark: _Toc26516790][bookmark: _Toc26517221][bookmark: _Toc26517311][bookmark: _Toc26517380][bookmark: _Toc26517439][bookmark: _Toc26517901][bookmark: _Toc26517980][bookmark: _Toc26518276][bookmark: _Toc26519719][bookmark: _Toc27035944][bookmark: _Toc27036470][bookmark: _Toc27052198][bookmark: _Toc31357540][bookmark: _Toc31357630][bookmark: _Toc31360549][bookmark: _Toc33172831][bookmark: _Toc33172927][bookmark: _Toc33173530][bookmark: _Toc33174132][bookmark: _Toc33448748][bookmark: _Toc33621012][bookmark: _Toc33621993]
4. [bookmark: _Toc26516670][bookmark: _Toc26516791][bookmark: _Toc26517222][bookmark: _Toc26517312][bookmark: _Toc26517381][bookmark: _Toc26517440][bookmark: _Toc26517902][bookmark: _Toc26517981][bookmark: _Toc26518277][bookmark: _Toc26519720][bookmark: _Toc27035945][bookmark: _Toc27036471][bookmark: _Toc27052199][bookmark: _Toc31357541][bookmark: _Toc31357631][bookmark: _Toc31360550][bookmark: _Toc33172832][bookmark: _Toc33172928][bookmark: _Toc33173531][bookmark: _Toc33174133][bookmark: _Toc33448749][bookmark: _Toc33621013][bookmark: _Toc33621994]
5. [bookmark: _Toc26516671][bookmark: _Toc26516792][bookmark: _Toc26517223][bookmark: _Toc26517313][bookmark: _Toc26517382][bookmark: _Toc26517441][bookmark: _Toc26517903][bookmark: _Toc26517982][bookmark: _Toc26518278][bookmark: _Toc26519721][bookmark: _Toc27035946][bookmark: _Toc27036472][bookmark: _Toc27052200][bookmark: _Toc31357542][bookmark: _Toc31357632][bookmark: _Toc31360551][bookmark: _Toc33172833][bookmark: _Toc33172929][bookmark: _Toc33173532][bookmark: _Toc33174134][bookmark: _Toc33448750][bookmark: _Toc33621014][bookmark: _Toc33621995]
5.1. [bookmark: _Toc26516672][bookmark: _Toc26516793][bookmark: _Toc26517224][bookmark: _Toc26517314][bookmark: _Toc26517383][bookmark: _Toc26517442][bookmark: _Toc26517904][bookmark: _Toc26517983][bookmark: _Toc26518279][bookmark: _Toc26519722][bookmark: _Toc27035947][bookmark: _Toc27036473][bookmark: _Toc27052201][bookmark: _Toc31357543][bookmark: _Toc31357633][bookmark: _Toc31360552][bookmark: _Toc33172834][bookmark: _Toc33172930][bookmark: _Toc33173533][bookmark: _Toc33174135][bookmark: _Toc33448751][bookmark: _Toc33621015][bookmark: _Toc33621996]
4.3 [bookmark: _Toc33621997]Informal Resolution 
Informal resolution should always be the first step to consider in addressing an issue which has been raised by an employee to avoid the matter being progressed through formal procedures. 

Line Managers are encouraged to address issues with the employee at the earliest point possible through dialogue with the employee. It is recognised that the circumstances of some cases may not allow for this approach and it may be appropriate not to use this approach. 

The informal approach may involve: 
· Talking in private to discuss the concern 
· Listening to the employee to understand the root of the problem 

Informal measures may have more positive long term effects in modifying future behaviour than moving to formal procedures. In some situations having a conversation with someone to find out a bit more about the issues will be enough. Managers should keep a brief note of informal approaches and agreed remedies. 

In addressing issues raised in an informal way, there may be a requirement to introduce working practices such as:  

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. By introducing coaching at an early stage, the employee may have an issue addressed with a positive impact on the employee and the service. This usually lasts for a short period and focuses on specific skills and goals. This is a non-directive form of development. 

· Focused on improving performance and developing individuals’ skills 
· Personal issues may be discussed but the emphasis is on performance at work 
· Focused on individual and organisational goals 
· Provides Feedback on strengths and improvement areas 

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. 

Your HR Adviser can support with advice in relation to mediation and arrangements where both parties agree this as a way of reaching a resolution. Contact details for the HRAdviser can be found in section 5.0 of this toolkit. 

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. 

Implementing training to address areas of performance or conduct at an early stage may avoid any issues arising in the future. 

Informal Stage Improvement Planning: Improvement planning can form part of informal action where an employee’s conduct or performance has caused concern. Through discussion, the employee will have an awareness of what is expected of them and will be made aware of the consequences if performance does not reach a satisfactory standard in a reasonable timescale. An informal Improvement Plan Template can be found in Appendix 13.

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. 

The above list of interventions is not exhaustive and managers should consider the most appropriate method of addressing an issue based on individual circumstances. 

4.4 [bookmark: _Toc33621998]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 issue 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.

Where a grievance cannot be resolved informally a formal Grievances should be raised using the notification of Grievance Form (Appendix 1) although Managers need to consider if other forms of communication may indicate an employee wishes to raise a formal grievance such as via email or letter. Where this is the case please seek advice from your HR Adviser and provide the employee with the notification of Grievance Form.

Although Managers can attempt to resolve any issue arising informally in order for a concern to progress to the formal process it has to be a competent Grievance. Further details of this are outlined in Section 2 Scope of the Grievance at Work Policy.

Managers 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 being received. 
4.4.1 [bookmark: _Toc27035950][bookmark: _Toc27036476][bookmark: _Toc33621999]Grievance Hearing 
A Grievance Hearing should be arranged without unreasonable delay after a grievance is received in line with Section 5.3.2. of the Grievance at Work Policy. The employee will normally be provided with at least 7 calendar days’ notice of the formal grievance hearing. Template invite to Grievance hearing letter can be found in Appendix 2 Where the grievance involves a group of employees the employees should nominate an appropriate number of representative employees from the group to attend the hearing and present the case on behalf of the group along with their companions. However all employees involved in the grievance should receive a written outcome of their grievance and any other relevant information.

The hearing should 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. The notes of this hearing should be captured on the Record of Grievance Hearing Form – Appendix 3.

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 such circumstances, continued communication with the employee/s is essential. In certain circumstances this may involve the undertaking of a fact finding. Advice should be sought from your HR Adviser in these circumstances.

Further Guidance on undertaking a grievance hearing can be found in Appendix 4.

4. [bookmark: _Toc27397642][bookmark: _Toc33622000]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. In such cases reference should be made to the Discipline at Work Policy and support/advise sought from a HR Adviser.  

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.
Grievance Outcome
	The employee should be informed of the outcome of the grievance hearing in writing without unreasonable delay, usually within 7 calendar days. The Manager should also consider whether it is appropriate to re-convene the Grievance hearing to provide the outcome verbally prior to providing written confirmation. The employee should be provided with an outcome letter which can be found in Appendix 8. 



4.4.2 [bookmark: _Toc33622001]Appeal Hearings 

Where the employee does not agree with the outcome of the grievance hearing they have the right to appeal in line with section 5.3.6 of the Grievance at Work Policy. There are 2 appeal stages.
· The appeal should be submitted in writing within 14 calendar days of the response of the initial grievance using the Grievance Appeal Form (Appendix 6). 
· Appeal Hearing should be arranged without unreasonable delay by the next Tier Manager with at least 7 calendar days’ notice using the Invite to Grievance Appeal letter Appendix 10
· The outcome of the appeal should be confirmed to the employee in writing without unreasonable delay within 7 calendar days using the template letter in Appendix 12. 

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. 
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4.5 [bookmark: _Toc33622006]Opportunity for Appeal 
	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. 





















5.0 [bookmark: _Toc33622007]Contacts
6.0 

HR Adviser contact details can also be found on the hub at Workforce Strategy Contact List

	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:

Time for Talking offers a free 24 hour confidential helpline/support service which can be accessed by all employees.

This service offers a wide range of support available to meet individual employee needs including access to self-help resources

In addition to the website, email and telephone counselling employees there is access to live web chat through the website and the password is provided below. 

Face to face counselling can be provided via referral through the HR Advisers where criteria is met. In the first instance employees are encouraged to try the telephonic counselling and live web chat. The contact details for employees looking for immediate support are as follows:

Telephone: 0800 9703980
Email: admin@timefortalking.co.uk
Website: www.timefortalking.co.uk
Live Web Chat: Accessed via website. Password: TfTnow (case sensitive)
[bookmark: _Toc31360095][bookmark: _Toc33622008]
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: _Toc33622009]Appendix 2: Invitation to Grievance Hearing Letter 

Private & Confidential 
Name 
Address 
Postcode 

Date 

Invitation to Grievance Hearing 

I refer to the grievance which you submitted on (date) the ground for which being (reasons). 

I invite you to attend a grievance hearing to discuss the matter on:

(Date)
(Time)
(Location) 

Please bring with you any information which may evidence your grievance.

You have the right to be accompanied and I would be obliged if you could confirm your companion’s details and any witnesses that you intend to call to (name), HR Adviser, prior to the hearing taking place. An appropriate representative/companion may be: 
· Fellow worker
· Trade Union Representative 
· Official employed by a Trade Union 

Individual representatives from appropriate support groups may be considered as a companion by prior arrangement. 

Please note: A representative acting in a legal capacity will not be considered an appropriate companion throughout internal procedures. 

A copy of this letter has been forwarded to your Trade Union Representative (if appropriate) and to Human Resources. 

I would be grateful if you could confirm receipt of the invitation to the hearing by returning the tear off slip below to (name). Please also confirm your attendance and whether you will have a representative and/or witnesses at the hearing. 

Yours sincerely, 
(name) 
…………………………………………………………………………………………………………….
I confirm receipt of the invitation to the grievance hearing on (date), (time), (location) in accordance with the Council’s Grievance at Work Policy. I shall attend and will bring: 
(Representative and/or witnesses)…………………………………………………………………
Name: 
Date: 
PLEASE RETURN TO THE ABOVE NAMED INDIVIDUAL
[bookmark: _Toc33622010]Appendix 3:  Record of Grievance Hearing 
The form Grievance at Work Form should have been completed and submitted following the procedure outlined in the Grievance at Work Policy. The form below should be used to record the proceedings at the formal hearing.

	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  






	Pre-Hearing Information 

	Date Received: 

	Date of hearing:

	Timescales Met: 

	Letter Issued: 





	Present at Hearing 

	Management and HR Representative

	Name
	Designation 

	
	

	
	

	
	

	
	

	Employee & Companion Details 

	Name
	Designation 

	
	

	
	

	
	

	
	



	Details of Grievance

	

	Proposed Remedy 

	



	Parties / Witnesses called 

	

	

	



	Evidence Submitted    

	Submitted By
	Details 

	
	

	
	

	
	



	Decision Made 
	Reason 

	Upheld
	

	Not Upheld 
	


	Adjournment Required
	

	Reconvened Date
	


	Remedy or Actions Required 

	Action 
	By Who
	Deadline 

	

	
	

	

	
	

	

	
	

	

	
	



	Confirmation to Employee  

	Letter Sent
	

	Timescales of 7 working days met?
	Yes/No 

	Reason 
	





	Officer Information   

	Name 
	


	Designation 
	


	Telephone Number
	


	Signature 
	


	Date 
	


















[bookmark: _Toc33622011]Appendix 4: Grievance Hearing Checklist 

	Grievance Hearing Checklist


	Grievance hearings offer the opportunity to address issues raised formally by employees.  The hearing may be appropriate when: 

· Informal action has not proven successful and the issue has been raised formally
· Informal action has not been suitable from the outset and would perhaps make matters worse
· The employee raising the complaint has requested the formal process from the point of submitting the complaint


	
Introductions
· Employee welcomed to the hearing 
· All those present introduced 
· Confirm that the employee received written notification of the hearing
· Employee reminded of their right to be accompanied(if unaccompanied)
· Employee made aware that notes will be taken to ensure an accurate record of the hearing is held. No electronic recording devices are permitted in any hearing 

Information Gathering 
· Ask the employee to outline the details of their grievance and how they feel this could be resolved 
· Ensure that any additional questions asked are relevant to gathering more information on the issue
· Ask the employee if they have anything further that they wish to add

Adjournments 
· If required, postpone the hearing to speak to any other employee involved or to confirm any mitigating factors raised. If it is apparent that a longer adjournment is necessary inform the employee that you will keep in touch with any updates on the reconvened hearing 
· On resuming the hearing you should summarise the details of the issue which has been presented 

Concluding the Hearing 
· Thank the employee for their time and cooperation in dealing with this grievance
· If a clear decision is made, you can communicate this to the employee and confirm that this will be followed up in writing within 7 calendar days of the hearing taking place
· Advise the employee that they will have the right of appeal using Grievance Appeal Form and this should be submitted within 14 calendar days of the decision being received in writing
· If a decision is not reached at the hearing, inform the employee that they will be advised of the outcome in writing within 7 calendar days (where possible)







	Questioning:  Hints & Tips

	This guidance provides hints and tips for questioning in the Grievance Hearing and for any questioning required within additional fact finding exercises related to the grievance. These do not represent an exhaustive list and will not be relevant in all cases.  Therefore, these should be adapted depending on individual cases.

Is this the first incident?
If yes, you should proceed to the fact finding questions planned. 

If not, you should ask the employee: 
· How many times they have experienced these incidents? 
· Have they taken any action on an informal basis? 

	What?
· The actual details of the incident/allegation.
· Clarification should be sought in this meeting on any points which are unclear.    
· If there is an allegation of persistent offences or incidents related to the grievance, you should ask for every detail of each occurrence in chronological order.   
· Ask whether they have reported this to any other employee.

What happened then? 
This will allow for further information to be gathered. 

	Where? 
· The location of the alleged incident(s)
· If someone is unclear on the exact location, you could ask them where they were immediately before the incident occurred. 

	When? 
· Date and time of the incident(s). If the employee cannot recall, ask for approximate times. 

	Who?
· Witnesses and any other people present at the time of the incident. 
· The role of each individual in the incident. 
· Any comments or contributions made by other individuals. 

	Best Practice in Fact Finding 
· Conducted as soon as possible following an issue/complaint being raised 
· Fact Finding Officers are impartial with no prior involvement in the issue 
· Consider the location of where you will conduct the fact finding 
· Flexibility over the timing and location of the meetings
· Taking an adjournment if employees become distressed or abusive
· Using a facilitator or interpreter where there are language barriers 
· Communication with the employee following the conclusion of fact findings



The Hints & Tips above may also be relevant whereby additional fact finding exercises are essential to dealing with the Grievance. The relevant point for the fact finding to take place will be determined by the nature of the case.

If a Trade Union representative is subject to fact finding, the matter must be discussed with the full time official before proceeding.  


How should additional Fact Findings be conducted?  
Essentials 
· Advanced notice may be required where it is apparent that there is a need to speak to additional employees involved in the grievance
· The employee is aware of the right to appropriate representation
· Accurate recording of fact finding meetings using the Fact Finding Recording Form is essential to ensure that the principles of transparency and consistency are maintained throughout the process
· Resolving a grievance issue cannot be taken under any circumstances at a fact finding meeting, the fact finding must be concluded prior to communicating the outcome of the grievance hearing
· Statements and reports from interviews with employees must be signed for accuracy

Adjournments 
It is good practice to consider an adjournment when interviewing to allow for information to be reviewed and for any further questions to be considered to ensure as much information as possible is gathered. 

Adjournments should be mutually agreed and used if: 
· The employee gets upset or confrontational within the meeting
· Further fact finding required into issues raised 
· The employee or representative requests an adjournment 
· More time is required to assess the information presented 

Follow up 
On concluding any additional fact finding exercises, all relevant information should be attached to the report including the Fact Finding Recording Form attaching all witness statements, copies of documentation and any other information essential to the report.  

The Fact Finding Report
In reviewing the responses to the fact finding you should consider the information that you will present in the report to the relevant officer in line with the table of delegated authority. The report will present the findings of the fact finding stage giving as much information as possible. This can be attached to the Record of Grievance Hearing and referred to in the form. 

In completing all paperwork related to the Grievance at Work Policy you should consider: 
· The format of the report 
· The language used 
· Making your approach to the issue and facts surrounding the case clear
· The sensitivity of the information being presented
 
Complex Cases 
In carrying out fact finding, in some complex cases it may be appropriate to appoint two Fact Finding Officers who will work together at all times to address the issues. This may be appropriate where the nature of the issue requires numerous employees to be interviewed or where the nature of the case would benefit from additional officers being present to conduct the fact finding. 




Employee Complaints Procedure
This need for additional fact finding may be appropriate for allegations made under the Complaints Procedure which may be of a more complex nature. The Complaints Procedure may be used by an employee to report allegations of bullying, discrimination, harassment and/or victimisation.  

The use of the Complaints Procedure does not exclude or replace any rights of an employee from taking formal action through the Grievance at Work Policy. Employees have the opportunity to pursue an issue under the Grievance at Work Policy where they are not satisfied with the outcome via the Employee Complaints Procedure.

In some cases where issues are of a complex nature there may be a requirement to extend the fact finding periods to ensure that all the facts are known. This may require variation in the time limits to be agreed with the employee and where appropriate the companion. This may also be the case where mitigating factors are highlighted within a hearing which will require clarification by the relevant appointed officer. 



































[bookmark: _Toc33622012]Appendix 5: Invitation to Fact Finding Letter
Private & Confidential 
Name
Address 
Postcode 

Date 


Invitation to Fact Finding Interview 

I write to advise you that in accordance with the Grievance at Work Policy information/allegations have been raised which require the undertaking of a Fact Finding. 

As part of this Fact Finding you are required to attend a fact finding meeting. 

The meeting will be conducted by (Fact finding Officer) on (Date) at (Time). The purpose of the meeting is to establish the facts surrounding the following allegation/issue:
· (Reason)

(Delete as appropriate)**
For Witness only**At this stage you are required to attend as a witness only and there are no allegations made against you. However, should this change due to the information presented during the Fact Finding  you will be informed of this in writing and asked to attend a further Fact Finding meeting to discuss. 

This meeting will allow for the opportunity to present any information and facts you may have surrounding the allegation/issue outlined. You have the right to be accompanied by an appropriate representative/Companion which can be: 
· Fellow worker 
· Trade Union Representative
· Official employed by a Trade Union

Individual representatives from appropriate support groups may be considered as a companion by prior arrangement.

A representative acting in a legal capacity will not be considered an appropriate companion throughout internal procedures 
(** delete as appropriate - only for those who allegations are against and not witnesses)
Please note depending on the outcome of the Fact Finding the Discipline at Work Policy may be invoked.

A copy of the letter has been forwarded to your Trade Union Representative (if appropriate) and to Human Resources.

Yours sincerely,

 (INSERT NAME) 
Job Title
[bookmark: _Toc33622013]Appendix 6: Fact Finding Recording Form 

	
Fact Finding Meeting Recording Form

	Allegation
	

	Date 
	

	Location 
	

	Present
	


	

	Introduction 
· All parties are aware of why the meeting is taking place.
· Confirm that written notification has been received by the employee 
· Parties have been informed that notes will be taken of the meeting to ensure that an accurate record is held. No electronic recording devices are permitted within any hearing. 
· The employee should be made aware that they have the right to be accompanied. 
· Parties have been made aware that fact findings are taking place in line with the agreed Grievance at Work Policy.
· All relevant witnesses to be interviewed are invited to attend a fact finding
· Outline how the meeting will progress: questions will be asked, notes will be taken, adjournments possible, asked to sign agreement. 

In Gathering the Facts of the case:  
· All parties are given an opportunity to put forward their case.
· Additional/new witnesses cited to ensure a full and fair fact finding has been carried out.
· Consider the facts presented and whether you have a full picture of the incident.

	Question 



	Response



	Question



	Response



	Question 



	Response 


	Concluding the Meeting
· Confirm that there are no further questions to ask
· Ask the employee if they have any further questions or anything to add 
· Inform all employees involved that the matter should be dealt with confidentially and that facts of the case will initially only be disclosed to the relevant officer in line with the table of delegated authority.  Explain that if the matter does result in any further action, the employee’s statement may be shared with other individuals involved in the matter.  
· For the employee at the centre of the allegation or issue, outline that they should expect to receive correspondence confirming the next stage of the process
· Thank the employee for their time and attendance
· Provide a copy of notes taken to employee on their signing to confirm accuracy.  (This may be following the meeting if possible or at another appropriate time when they have been typed up)

Following the Meeting 
· All notes presented in a report giving all relevant information.  This report will include:
- All information from the case put forward by employee(s) (Signed & Dated)
- Any relevant paperwork presented/submitted   
- Witness Statements (Signed & Dated) 


	EMPLOYEE DECLARATION 
I confirm that the information above is an accurate and fair representation of the discussions that took place and the information I provided during the fact finding meeting. 

Name: 

Signature: 

Date: 

	FACT FINDING OFFICER DECLARATION 
I confirm that the information above is an accurate and fair representation of the discussions that took place and the information provided by the above employee during the fact finding meeting. 

Name: 

Signature: 

Date:



	Action Required 
	Responsibility 
	Progress/Complete 

	
	
	

	
	
	

	
	
	

	
	
	


THE EMPLOYEE MUST BE PROVIDED WITH A COPY OF THE SIGNED STATEMENT


[bookmark: _Toc27052240][bookmark: _Toc33622014]Appendix 7: Fact Finding Report Form
 
	Fact Finding Report Form 

	Fact finding officer(s)
	Designation
	Contact Details 
	Fact Finding Start & End Date(s)

	

	
	
	

	

	
	
	

	

	
	
	

	Incident/Allegation Summary 

	








	Evidence Gathered 

	










	Mitigating Circumstances / Concerns 

	






	Confirmation 

	
I have completed the Fact Finding Process in respect of the issue outline above and have attached all relevant information related to the Fact Finding procedures carried out. 


Name:  


Date: 


[bookmark: _Toc33622015]Appendix 8: Outcome of Grievance Hearing Letter 

Private & Confidential 
Name 
Address 
Postcode 

Date


Outcome of Grievance Hearing

I refer to the grievance which you submitted on (date) the grounds for which were (reason). 

The Grievance Hearing was held on (date) at which you, (Employee Rep), (Management) and (HR Adviser) were present. The hearing provided opportunity for you to present your case and it allowed for witnesses to be called in relation to your grievance. 

Having given careful consideration to all evidence presented and representations made in the course of the hearing, I can confirm my decision to (uphold the grievance/uphold the grievance in part/not to uphold the grievance). The reasons for this are 

(Please detail reasons) 

Any subsequent actions by manager/employee should be highlighted here. 

If you feel that this decision is unfair or inappropriate, you have the right to appeal this decision and should do so by completing the enclosed Grievance Appeal Form and submitting it within 14 Calendar days to (Initial Appeal: Manager of next tier or Second Appeal: Executive Officer). You will receive confirmation of receipt of your appeal thereafter.

A copy of the letter has been forwarded to your Trade Union Representative (if appropriate) and to Human Resources.  


Yours sincerely, 
(Name) 
Job Title

[bookmark: _Toc31360096][bookmark: _Toc33622016]
Appendix 9: 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 
	





























[bookmark: _Toc33622017]Appendix 10: Initial/Second Grievance Appeal Letter

Private & Confidential 
Name 
Address 
Postcode

Date


Initial/Second Grievance Appeal 

I write to acknowledge receipt of your appeal against the decision made at the grievance hearing which took place on (Date) with (Chair).  

You have appealed the outcome of the grievance hearing on the grounds of (reason). 

I can confirm that the appeal against this decision at your Grievance has been arranged to take place (Date), (Time) (location) with (Chair). You have the right to be accompanied and I would be obliged if you could confirm your companion’s details and any witnesses that you intend to call to the HR Team prior to the hearing taking place. A representative/companion may be: 

· Fellow worker 
· Trade Union Representative
· Official employed by a Trade Union

Individual representatives from appropriate support groups may be considered as a companion by prior arrangement.

Please Note: A representative acting in a legal capacity will not be considered an appropriate companion throughout internal procedures 

A copy of the letter has been forwarded to your Trade Union Representative (if appropriate) and to Human Resources.  

Yours sincerely, 

(Name) 
Job Title


[bookmark: _Toc33622018]Appendix 11: Record of Grievance Appeal Hearing  
The form should be completed by the officer hearing the appeal and submitted following the appeal hearing. The HR Adviser can provide assistance in completing the form.  The form is available in alternative format where required by contacting the HR Adviser. 

	Stage of Appeal  

	Appeal against Grievance Hearing Decision: 
To the next level of management from those who took heard the grievance  
	

	Appeal Against Appeal Hearing Decision:
To Executive Officer 
	                

	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:

	Timescales Met: 

	Letter Issued: 

	Present at Hearing 

	Management and HR Representative

	Name
	Designation 

	
	

	
	

	
	

	
	

	Employee & Companion Details 

	Name
	Designation 

	
	

	
	

	
	

	Nature of Grievance  

	

	Proposed Remedy at Grievance Hearing (Manager & Employee)

	

	Reason for Appeal 

	

	Proposed Remedy at Appeal Stage  (Manager & Employee)

	

	Decision Made 
	Reason 

	Upheld
	

	Not Upheld 
	

	Partially Upheld
	

	Adjournment Required
	

	Reconvened Date
	


	Remedy or Actions Required 

	Action 
	By Whom
	Deadline 

	
	
	

	
	
	

	
	
	

	
	
	

	Appeal Officer Information   

	Name 
	

	Designation 
	

	Telephone Number
	

	Signature 
	

	Date 
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Appendix 12: Outcome of Grievance Appeal Hearing 

Private & Confidential 
Name 
Address 
Postcode 

Date 



Outcome of Grievance Appeal Hearing  

Appeal against Grievance Hearing Decision 
I refer to the hearing held (Date) to consider the appeal against (action taken at grievance hearing) issued to you on XXX 

Having given careful consideration to all evidence presented and representations made in the course of the hearing on (date), I can confirm that I have taken the decision to (not uphold, uphold, partially uphold) your appeal.  

Delete as appropriate****
In accordance with the Grievance at Work Policy, (you will have the right to appeal to the (appropriate Executive Officer) within 14 Calendar days of receipt of this letterl. 
OR
In accordance with the Grievance at Work Policy this letter concludes the Grievance process and you have no further right of appeal. 

A copy of this letter has been forwarded to your Trades Union Representative (if appropriate) and Human Resources. 

Yours sincerely, 

(insert name)















[bookmark: _Toc33622020][bookmark: _Toc213835246]Appendix 13: Informal Improvement Plan Agreement 

	Personal Details: 

	Employee Name: 

Job Title:

Department:                                                         Date of Meeting: 


	Area(s) of Performance/Conduct Improvement Required 

		



	Perfomance Indicators for Improvement 
	Target Date 

	

	

	Assistance required (e.g. training, coaching, mediation): 

	










	Declaration

	We have discussed and agreed the objectives required to enhance the employee’s performance in line with recent disciplinary procedures. 

Employee:                                                                      Date:

Manager:                                                                        Date:  

Next Review 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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