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Example grievance procedure

As an organisation, we believe that it is important that employees have the facility to raise any grievances relating to their employment and that these are dealt with fully and without delay. The purpose of this procedure is to give you the opportunity to raise grievances either informally or formally.
This procedure applies to all employees, regardless of length of service, but does not form part of the contract of employment and can be varied from time to time. This procedure does not apply once you have left the company (although the company may, at its discretion, invite you discuss any relevant issues, even after your employment has ended, where the company believes this to be necessary or helpful)
If you have any difficulty at any stage of this procedure due to ill-health, disability or a language barrier, you should discuss this with your line manager or [INSERT NAME/APPROPRIATE LEVEL] as soon as possible.
The company has various procedures for dealing with complaints and it may be that the grievance procedure is not the most appropriate. In particular:

· [If your complaint relates to bullying or harassment, this should be raised in accordance with our Bullying and Harassment Procedure, which sets out guidance on raising a complaint. A copy can be found at [INSERT LOCATION]]. 
· [If your complaint relates to possible malpractice, wrongdoing or illegal activities which you wish to report, then the complaint should be made in accordance with our Whistleblowing Procedure, a copy of which can be found at [INSERT LOCATION]. However, you may also raise the matter as a grievance under this procedure if you feel that you have been directly affected by the matter in question or believe you have been treated less favourably for raising the matter.]
· [This procedure should not be used where your complaint is about disciplinary action or dismissal. In these circumstances you should use the appeals process under our Disciplinary Procedure.]
· *[(OPTIONAL) If your complaint is a collective grievance regarding an issue affecting a group of employees you should raise this with [NAME OF STAFF REPRESENTATIVE BODY /TRADE UNION]. A copy of the company’s collective dispute procedure is at [INSERT LOCATION]].
Informal procedure

Many issues or concerns can be dealt with on an informal basis through discussion with your line manager and the company would encourage this. If your complaint is about your line manager, then you can discuss the matter with [INSERT NAME/APPROPRIATE LEVEL].  
Formal procedure 

Stage 1 – The initial grievance

If your grievance cannot be dealt with informally or you feel that the informal process is not appropriate, then you can raise the matter formally. To do this, you should put your complaint in writing to your line manager, making it clear that you wish to raise the matter as a grievance. If the grievance concerns your line manager, then you should raise the grievance with [INSERT NAME/APPROPRIATE LEVEL].
Your complaint should set out the basis of your grievance, and where possible, include any relevant dates and facts, as well as any thoughts you may have on the outcome you are seeking.
On receipt of the grievance, you will be invited to a grievance hearing to consider the matter and to discuss how you think your grievance should be resolved. You should make every effort to attend. Where reasonably practicable, the hearing will be held within *[seven] days of receipt of the written grievance. 
You have the right to be accompanied at a grievance hearing or appeal hearing under this procedure, provided that you make a reasonable and timely request. The companion may be either a fellow worker or trade union official of your choice. The companion may put your case for you at the hearing and sum up your case. They also may confer with you at the hearing but may not answer questions on your behalf. 
If you or your companion cannot attend at the time specified in your invitation letter, you should let us know as soon as possible and we will try to agree a suitable alternative time.
Depending on the nature of your grievance, we may need to investigate your complaint and may need to have a further meeting with you following these investigations. We will keep you informed.

Once your grievance has been considered, the company will write to you advising you of the outcome. You will also be advised of your right of appeal should you be dissatisfied with the decision.

Stage 2 – The appeal

If you are not satisfied with the outcome at stage 1, you may appeal the decision. An appeal should be submitted in writing to [INSERT NAME/JOB TITLE] within *[seven] days of the grievance outcome being sent to you. Your appeal letter should set out the grounds of appeal.
You will be invited to an appeal hearing to consider your appeal and any suggestions you have for resolving the grievance. You have the right to be accompanied at the appeal hearing (again, provided that you make a reasonable and timely request). The hearing will normally be held within *[seven] days of receiving your appeal letter. The appeal will be heard by someone not previously involved in the stage 1 decision and, where practical, by someone more senior than the original grievance officer.

The appeal decision will normally be communicated in writing within *[seven] days of the appeal hearing. This decision will be final; there is no further right of appeal. 

*[(OPTIONAL) In some circumstances, and with the approval of both parties, the company may agree to appoint an independent mediator which may include ACAS or another person acceptable to both parties]. 
*[(OPTIONAL) If you raise a grievance during a disciplinary process and your grievance is related to the disciplinary matter being considered, the company will usually deal with both issues concurrently].
*delete/amend as appropriate

