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The purpose of the grievance procedure is to provide employees of Argyll & Bute with the opportunity to resolve any concerns that they may have regarding their employment within the Council.  This procedure describes how employees should raise concerns and how managers should respond, so they are dealt with in a fair and consistent manner.  
The Council is committed to making every effort to resolve grievances at the earliest opportunity, and without unreasonable delays, and in a manner which is fair and consistent across the Council. 
This procedure must not be used to make deliberate false accusations or raise frivolous/trivial issues; these may be treated as misconduct. If a grievance has been raised and dealt with previously, a further grievance raised regarding the same issues will not be given a new grievance hearing under this procedure where nothing new/ no new evidence is being raised.   
Grievance resolution sought by employees must be reasonable, achievable and within the powers of the management to grant.  
Where new working arrangements or practices have been implemented with prior consultation and a grievance is notified by an individual or collective of employees, the new arrangements will be maintained until the grievance procedure has been followed and exhausted, although agreement may not necessarily have been reached. Where new working arrangements or priorities have been implemented without prior consultation and a grievance is notified without prior consultation and a dispute or grievance is notified by an individual or collective group of employees, the status quo (old arrangements) will be reverted to until the procedure has been followed and exhausted although agreement need not necessarily have been reached.  
All grievances involving other employees will be investigated fairly and may result in disciplinary proceedings if evidence of misconduct is found.   
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Informal Stage: All issues must be raised informally with the employee’s line manager and an informal resolution sought. 

Note: If the grievance is against an employee’s immediate line manager’s alleged conduct, the employee should submit their grievance to the next level of manager.

Most work grievances should be able to be addressed through this stage

[bookmark: _Toc181351186]Line Manager Responsibilities

The manager will arrange an early discussion with the employee who raised the concerns to establish the nature of the concern, the solution sought and any other relevant information so they can resolve this issue.  
If the issue is about a fellow employee, the manager may need to speak privately with the person complained about, which will clarify the situation to move towards an informal resolution.   
If the line manager is unable to find an informal resolution to the concerns raised, they must advise the aggrieved employee.  The response to the informal grievance concerns should be provided to the employee promptly.   
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Formal Stage: If it is not possible to resolve the grievance informally the employee must submit the grievance using the Griev003 - Grievance Procedure Form Part 1, without unnecessary delay, providing as much detail as possible, to their supervisor/ line manager or head teacher. Employees should also include the informal response from their line manager in relation to the informal resolution.
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Letter 1: Confirmation of Formal Grievance Received, must be sent to the employee who has raised the grievance acknowledging receipt and providing them with any relevant information about the investigation process. 

If a grievance has been raised regarding another employee, Letter 2a: Advising Employee Grievance Raised Against Them, should be sent. This letter will provide details of the nature of the grievance.

Please contact the Employee Relations Team for advice regarding letters relating to the grievance procedure.
A meeting will be convened typically within 5 to 10 working days (*Please see Section 6, noted for further information).

The employee/s will be notified in writing, Letter 3: Inviting Employee to Attend Meeting (Raised Grievance), of the date, time and venue, and their entitlement to have someone accompany them to the meeting if they so choose (although this is not a requirement of the procedure).

Any other relevant employees will be contacted in writing, Letter 3a: Inviting Witnesses to Grievance Investigation Meeting, and given details of their meeting date, times and locations.

If any employee requests the grievance hearing meeting to be re-scheduled, every effort will be made by the line manager to accommodate for reasonable re-schedule dates. This will be confirmed in writing by sending Letter 3b, Rescheduling Grievance Meeting.

A note of the meeting/s should be taken, this does not require to be ‘verbatim’ but should capture the key points of the discussion. The line manager will use the Record of Grievance Meeting Form.
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At the meeting the employee/ their representative will explain the detail of the grievance and provide any supporting evidence relating to it and can offer potential solutions to the grievance.

Management will seek to clarify the specific points raised in the grievance and will study any supporting evidence with a view to attempting to
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If an employee who has had their grievance heard at Formal Stage remains of the view that it has still not been adequately addressed, they may request a review of their concerns by way of appeal. To submit an appeal at least one of the following criteria must be met or evidenced:
· Information provided by the employee was not taken into consideration
· The findings of the grievance hearing were not consistent or supported by the information provided.

If the employee believes one or both criteria have been met, then they must complete the Griev005 – Grievance Appeal Form stating the specific reasons for their appeal. 

This should be submitted to the named appeal manager and a copy to the Employee Relations Team within 10 working days of the notification of outcome, who will convene an appeal grievance meeting within 20 working days. The employee will be invited to the grievance appeal meeting in writing, Letter 5: Invite to Grievance Appeal Meeting (Raised Grievance).

This manager will be the final arbiter at officer (manager) level prior to any further possible submission of the grievance to a Senior Manager the framework for appeals at both officer and senior manager level.
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Following the Grievance Appeal meeting, within 5 working days, the manager will advise the employee in writing of their decision by completing and returning the Griev006 – Grievance Appeal Response Form, and providing the employee with reasons for their decision and any required actions to be undertaken (with a copy sent to the Employee Relations Team)

Where the grievance has been raised against a fellow employee, the individual should be informed in writing, Letter 5a: Letter to Employee Grievance Raised Against to Advise Grievance Appeal Received, if the outcome of the grievance is being appealed and the timeframe for the appeal decision. The individual should be provided with support where necessary. 

Once an appeal decision has been made, the employee the grievance was raised against should be advised of the outcome and any follow up actions required to be taken which involve them because of the decision, Letter 5b: Advising Employee Grievance Raised Against of Appeal Decision.
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If an employee who has had their grievance heard at Formal Stage and Appeal believes it has still not been adequately addressed, they may request a review of their concerns through an appeal to a more Senior Manager. To submit an appeal at least one of the following criteria must be met or evidenced:
· Information provided by the employee was not taken into consideration
· The findings of the grievance hearing were not consistent or supported by the information provided.

If the employee believes one or both of these criteria have been met, then they or their representative must write to the Head of Customer Support Services using the Senior Manager Appeal form stating the specific grounds of their appeal within 20 working days of receiving the outcome of the officer level appeal stage.
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The employee will be written to and notified of the date, time and venue of the appeals committee and advised of their right to be accompanied/ represented if they so choose. The framework for the Appeals Committee (and officer level) stages are detailed in Appendix 3.

Where the grievance has been raised against a fellow employee, the individual should be informed in writing, Letter 5a: Letter to Employee Grievance Raised against to Advise Grievance Appeal Received, if the outcome of the grievance is being appealed to a Senior Manager and the timeframe for the appeal decision. The individual should be provided with support where necessary. 


Once an appeal decision has been made, the employee the grievance was raised against should be advised of the outcome and any follow up actions required to be taken which involve them because of the decision, Letter 5b: Advising Employee Grievance Raised against of Appeal Decision.
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If a grievance appeal or appeal to a Senior Manager is raised after the respective timescales, the appeal will not be dealt with as it will be deemed out of time, and you will be sent Letter 6: Grievance appeal out of time.
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A collective grievance situation occurs when two or more employees have the same / identical grievance. Collective grievances must be submitted using the Griev003 – Grievance Form and must be signed by all the employees raising the grievance and dated. One of the employees should identify themselves as the nominated contact person for administrative purposes. Additionally, the employees concerned are entitled to be accompanied by another person e.g. a Trades Union representative or colleague should they so wish.
Note: Where two or more points/ issues are being raised, all the employees signing the grievance must universally be pursuing all the points/ issues contained within the collective grievance. If any of the employees involved have (individual) additional grievances, they should follow the grievance procedure for individual grievances for these additional points/ issues.
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The Head of Customer Support Services may themselves, or at the request of either side involved in the grievance but only with the consent of both parties, co-ordinate a mediation meeting to attempt to resolve the grievance. 

Mediation meetings can be requested by submitting a Griev008 – Grievance Mediation Form.

Mediation meetings can be requested by submitting a Griev009 – Grievance Mediation Form, available on My Council Works. 
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Mediation is a process whereby both parties agree to take part in an open meeting, chaired by a manager and attempts to find a resolution to the grievance, often involving a mutually agreed compromise. If either party does not consent to any proposed mediation meeting, or mediation fails, an appeals Committee will be convened within 20 working days of receipt of notification of appeal.
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Managers must inform HR of the outcome of each stage of all grievances to ensure that the appropriate monitoring is complied with, to meet both Council grievance procedure timescales, and statutory requirements e.g. Equality Act 2010. 
Managers must copy all correspondence in relation to grievances to Employee Relations.

Employees only have a statutory right to be accompanied at a formal grievance meeting those deals with a complaint about a “duty owed” by the employer to the employee (e.g. a perceived breach of contract or employment legislation). 

There is no contractual right to accompaniment/ representative if the grievance is against another employee. However, Argyll & Bute Council’s grievance procedure allows all employees to be accompanied at all meetings throughout the process and includes this entitlement in letters of invitation to grievance meetings.

A manager conducting a grievance meeting must not conduct an appeal meeting for the same grievance.  
If either party cannot respond within the prescribed timescales, this must be discussed with the other party as soon as this is apparent, and agreement reached on alternative timescales for the relevant part of the process (e.g. this could include annual leave commitments and other potential events which could delay the process.).   This does not necessarily mean that the grievance will be held in abeyance for the delay. Grievances will be dealt with as quickly as is possible in all cases.  
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Both managers and employees should raise any queries they have about procedural issues with Employee Relations. 
These procedures do not apply to disciplinary matters, for which there is a separate Disciplinary Procedure.  
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Grievances directly against the line manager’s alleged behaviour should be submitted to the next level of manager.
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If an employee raises a grievance while they are the subject of the Council’s Disciplinary Procedures, consideration can be given to suspending the disciplinary process to deal with the grievance.  Where the grievance and disciplinary cases are related it may be appropriate to deal with both issues concurrently.   
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Grievances submitted which, after investigation, are deemed to have been lodged spuriously, may result in the employee raising the grievance to be the subject of the council’s disciplinary procedures.  
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Complaints about recruitment issues should not be made using the grievance procedures, but rather the hiring manager as appropriate.  
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In some cases where a grievance has more than one element, it is possible that the grievance is partially upheld, i.e. some elements may be upheld while others may not be upheld.  
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Employee Relations is available for advice and will record and monitor all stages of the Grievance Procedure. 
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Where the employee is well enough during periods of sickness, the grievance investigation should continue even though the employee may be unable to attend work, particularly if concluded a grievance will help bring about their return. This related to the employee who raised the grievance and the employee who has a grievance raised against them, and any key witnesses.
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	Griev003
	Grievance form: use this form to raise a grievance, please refer to section– Raising a Grievance 



	Griev004
	Grievance Response form: use this form to respond to a grievance, please refer to section – Grievance Hearing Meetings



	Griev005
	Grievance Appeal form: use this form to appeal against the response to grievance, please refer to section Grievance Appeal 


	Griev006
	Grievance Appeal Response form: use this form to respond to a grievance appeal, please refer to section Grievance Appeal



	Griev007
	Grievance Senior Managers Appeal form: use this form to appeal a grievance to senior managers, please refer to section Grievance Appeal


	Griev008
	Grievance Mediation form: use this form to request mediation under the Grievance Procedure, please refer to section Mediation 
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1. Employee/s raise grievance by completing and submitting Griev003 - Grievance procedure form 
2. If a grievance has been raised against another employee, a letter should be sent to them providing details of the nature of the grievance  
3. Manager convenes meeting within typically 5 to 10 working days and advises employee/s of date/ time / venue and right to be accompanied see letter inviting employee to grievance meeting.
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1. Grievance meeting: Manager hears grievance and advises employee/s of outcome within 5 working days by completing Griev004 - Grievance Response Form. If employee/s satisfied, no further action required, if not satisfied employees may appeal. 
2. If a grievance has been raised against another member of staff, the manager investigating the grievance must issue a letter to the individual within 5 working days detailing any decisions and any follow- up actions being taken because of the decision 
3. Employee/s submit appeal using the Griev005 Grievance Appeal Form within 10 working days and (next up line/ appointed manager convenes appeal hearing within 20 working days of receipt of the appeal application. 
4. Where the grievance has been raised against a fellow employee, the individual should be informed in writing if the outcome of the grievance is being appealed and the timeframe for the appeal decision.
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1. Grievance Appeal Hearing: manager hears appeal and advises employee/s of outcome within 5 working days by completing Griev006 - Grievance Appeal Response Form If employee/s satisfied, no further action required. If not satisfied employee/s may appeal using Griev007 – Grievance Senior Manager Appeal Form.
2. Once an appeal decision has been made, the employee that the grievance has been raised against should be advised of the outcome and any follow-up actions required to be taken which involve them because of the decision. If the outcome of the grievance is being appealed further, the individual should be informed of this in writing and advised of the timeframe for an appeal decision.
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1. (Optional) Mediation: Employee/s complete Griev008 - Grievance Mediation form and send to Head of Customer Support Services to convene Appeals Committee. However, if both parties agree, a mediation meeting can be arranged. If mediation does not take place, or fails, an Appeal's Committee is convened within 40 working days of receipt of notification of appeal by the Head of Customer Support Services.
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1. Appeal to Senior Manager. A Senior Manager will hear from both parties and will make the final decision on the outcome of the grievance and advise employee/s of this within 5 working days following conclusion of hearing. 
2. Once an appeal decision has been made, the employee that the grievance has been raised against should be advised of the outcome and any follow-up actions required to be taken which involve them because of the decision. 
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For both Officer (Manager) and Senior Manager level of grievance appeal the order of conduct will be:

1. The employee (or representative’s) case will be made first. The manager who took the decision may then ask questions.

	The manager chairing the officer level appeal/senior manager appeal at appeals committee stage may ask questions of the employee.

2. The manager who took the decision will then explain their reason(s) for doing so.  The employee (or representative) may then ask questions.  The manager chairing the officer level appeal/senior manager at appeal committee stage may then ask questions of the manager who took the decision, and may also ask further questions of the employee, if required.

3. The manager taking the decision, followed by the employee (or representative) will be invited to provide a summary, with no new evidence being presented.

4. At the officer (manager) level appeal, the manager may decide at the appeal meeting but, if not, they must advise the employee in writing within 5 working days of the date of the appeal meeting using the Griev006 Grievance Appeal Response Form.

At the senior manager’s appeal stage, the senior manager may decide at the appeal meeting but, if not, they must advise the employee in writing within 5 working days of the date of the appeal meeting.





Framework of Appeal to the Scottish Negotiating Committee for Teachers

1. If a teacher considers that he/she has a grievance with the Council regarding the application and/or interpretation of the national agreement on salaries and 
conditions of service, he/she must exhaust the Council's internal procedures, in the first instance. 

2. If a teacher is dissatisfied with the outcome of the Council’s procedures, then 
he/she may ask for the case to be considered by the Joint Secretaries representing the Employers' Side and the Teachers' Side of the SNCT. 

3. The Joint Secretaries will consider whether the Council has complied with and/or properly interpreted the national agreement on salaries and conditions of service and has taken account of all of the relevant factors. If the Joint Secretaries are not satisfied that the Council has acted correctly or appropriately, it will refer the matter back to the Council with appropriate advice. If this advice or mediation by the Joint Secretaries does not resolve the matter, or if there is a failure to agree, the Joint Secretaries will refer the case to an Appeals Panel of the SNCT. 

4. The decision of the Appeals Panel will be final and binding on all parties to the appeal.
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