Bisley-with-Lypiatt Parish Council
Policies and Procedures

Grievance Policy

Introduction

This policy is to ensure that any employee_or councillor with a grievance has access to a
procedure which can lead to a speedy resolution of the grievance in a fair manner.

It is accepted that when people work together there will inevitably be situations where
misunderstandings, problems or concerns need to be resolved. It is the policy of the
Council that a culture of good communication, openness and a willingness to co-operate
and listen will exist.

Most routine complaints and grievances are best resolved informally in discussion. Where
the grievance cannot be resolved informally it will be dealt with under the following
procedure.

There are some cases in which the statutory procedure does not have to be followed or
does not have to be followed in full, for example where the grievance is about the fact the
Council intends to dismiss the employee. In these cases, the Council will not necessarily
follow the statutory procedures set out in this document.

This policy sits alongside the Bisley-with-Lypiatt Parish Council Disciplinary Policy which
can be found at https://bisley-with-lypiatt.gov.uk/

Principles Applicable to the Grievance Procedure

e Each step in the grievance procedure should be carried out without unreasonable
delay; the initial meeting should take place ideally within 14 days of the issue being
raised.

e The times and locations of meetings should be reasonable.

¢ Meetings must be conducted in a way that allows both parties to explain their
case, with notes taken for records by a third party (Parish Clerk if appropriate).

e The individual has the right to be accompanied to the hearing by a Trade Union
representative or in the case of a sole employee / where the employee is not part
of a Trade Union, they can be accompanied by a colleague, friend / family member
or legal representative.

¢ Information about an individual’s grievance will be restricted to those involved in
the grievance process. A record of the reason for the grievance, its outcome and
action taken is confidential to the individual. The individual’s grievance records will
be held by the Council in accordance with the General Data Protection Regulation
(GDPR).

e Whatever the complaint, the Council has a duty of care to its employees and
councillors. It must take all reasonable steps to ensure employees have a safe
working environment. This includes undertaking risk assessments, ensuring
employees and councillors are properly trained and protecting employees and
councillors from bullying, harassment and all forms of discrimination.
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The Standard Grievance Procedure

Step 1: Employee or councillor gives a written statement of grievance

The employee or councillor must put their grievance in a written statement to the
Chairman of the Council. Where the grievance is against the Chairman, the matter should
be raised with another Councillor, preferably the Vice Chairman. The letter should explain
the nature and extent of the grievance and indicate the outcome the employee or
councillor seeks.

Step 2: A meeting is held and the Council informs the employee or councillor of the
outcome

The Council will invite the employee or councillor to attend a meeting to discuss the
grievance. The meeting will only take place once they have informed the Council of the
basis for the grievance they have set out in a written statement, and the Council has had a
reasonable opportunity to consider what response to make. The employee or councillor
must take all reasonable steps to attend the meeting, which will usually be attended on
behalf of the Council by the Chairman and one other councillor. After the meeting the
Council must inform the employee or councillor of the decision taken in response to the
grievance and notify them of their right to appeal if they are not satisfied with the decision.
The employee or councillor must appeal to complete the statutory procedure.

Step 3: Appeal if necessary

If the employee or councillor wishes to appeal they must inform the Council, which will
then invite the employee to attend another meeting. The employee or councillor must take
all reasonable steps to attend. Two councillors from a neighbouring parish who have not
been previously involved in the disciplinary procedure will hear the appeal. After the
meeting the Council must inform the employee or councillor of the panel’s decision. The
panel’s decision is final.

Appeals may be raised on a number of grounds, for example:
¢ afailure by the Council to follow its grievance policy
o the decision was not supported by the evidence
e the actions proposed by a sub-committee were inadequate or inappropriate
e new evidence has come to light since the initial meeting

The Modified Grievance Procedure

The Modified Grievance Procedure will apply in relation to the grievance only if:

e The employee or councillor longer works for the Council.

e The employee or councillor has agreed with the Council in writing that it will apply.

e The employee or councillor raised it before they left, but the standard procedure was
not completed, or it was not raised until after the employee left.

There are two steps within the Modified Grievance Procedure:

Step 1: Employee or councillor gives a written statement of grievance

The employee or councillor must put their grievance in a written statement and send it to
the Chairman of the Council, or another councillor if the grievance is against the
Chairman.
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Step 2: The Council gives a written response
The Council must write back to the employee or councillor giving their response to the
points raised.

5.  Abuse of this policy

Any abuse in the application of this policy will be dealt with in accordance with the
Council’s Disciplinary Policy and Procedure and could result in disciplinary action being
taken, up to and including dismissal.

Policy adopted: L,

Policy due forreview: ...,
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