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Grievance hearing checklist
The aim of this checklist is to guide managers through the grievance process, to ensure the complaint lodged is dealt with fairly and appropriately. 

Prior to the grievance hearing

Have you re-read the grievance procedure?

Is the correct procedure being followed? Is it a matter more appropriate to the bullying and harassment procedure or whistle-blowing procedure?

Has an investigation been conducted into the complaint that has been made? Has this been done by an independent supervisor/manager where appropriate?

Has the employee received written notification of the hearing?

Did this notification set out the nature of the enquiry into the employee’s complaint?

Has the employee been provided with details of the evidence gathered including copies of investigation meetings, witness statements etc?
Has the employee been advised of the right to be accompanied?

Has the employee had sufficient time to prepare for the hearing?
Has a room been booked?

Has a note-taker been arranged?

Have arrangements been made to support employees with disabilities?

Have arrangements (e.g. interpreters) been made for employees where English is not their first language?

At the grievance hearing
Introduce those present at the meeting and their roles.

Ensure you will not be disturbed or interrupted.

Explain how the meeting will be conducted.

Has the employee had the opportunity to name any witnesses? (If so, have they been interviewed, or can questions be put to them during an adjournment?)

Ask yourself the question “has the employee had sufficient time to prepare for the hearing?”  (If not, consider this and whether appropriate to postpone the meeting, either to later that day or another time, depending on the circumstances.)
If the employee is not accompanied, check that they are aware of their right to be accompanied but do not want anyone with them. If the employee is accompanied, remember that the accompanying person is not entitled to answer questions on the employee’s behalf. 

Ask the employee for their view on the possible outcomes of the process and what steps they believe may be appropriate in resolving their complaint.
Give the employee the opportunity to respond to issues uncovered in the investigation. You may need to ask questions of the employee as part of this process.

Consider whether the hearing needs to be adjourned for you to investigate anything further. If this happens, once the investigation is complete, reconvene the meeting and present the employee with the evidence obtained on further investigation. Give the employee the opportunity to respond. (If the investigation is very detailed and much evidence is produced, allow the employee sufficient time to go away and consider the new evidence prior to being given the opportunity to respond.)

Before adjourning to make your decision, ask the employee whether they have anything further to say.

If the employee fails to attend the hearing without explanation

Contact the employee to ascertain their reasons for not attending.  

Rearrange the hearing.

If failure relates to second and subsequent hearings, seek reasons for non-attendance and take advice on taking appropriate action.

Making the decision
Always adjourn for a sufficient period of time to properly consider your decision.  
Consider the following:

· Do you believe the employee has a valid complaint?
· Are you satisfied that there is enough evidence to support your belief?

· What actions are available to you in order to resolve their complaint?

· How have similar cases been dealt with?
· What is the appropriate action to take and why?

· Who will have responsibility for implementing the action and by what date?

· Who will have responsibility for following the matter up with the employee to ensure that the matter is resolved?

Reconvene the grievance hearing and advise the employee of your decision.

Confirm the decision in writing. If the decision is to not to uphold the grievance, advise the employee of their right of appeal and the procedure to lodge the appeal.
If the decision is to take action, advise the employee what steps will be taken, by when and by whom.
Even where their grievance is upheld, the employee must be offered the right of appeal in the event they are dissatisfied with the actions being taken to resolve their complaint.
