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GRIEVANCE PROCEDURE

1
PRINCIPLES

The Grievance Procedure applies to all Cheer for Everyone workers
. It exists to ensure that grievance problems at work are solved as quickly and as fairly as possible. It is intended that both Cheer for Everyone and its workers should view the use of this procedure in a constructive light. 

The aim of the Grievance Procedure is to settle grievances fairly and it is intended to operate simply and rapidly. Every effort will be made to resolve the issue at the earliest possible stage, and at each stage efforts will be made in order to avoid proceeding to the next stage and to settle the issue amicably.

In the case of a grievance being taken out as a counter-grievance, cases will be heard in strict chronological order. 
In the course of a disciplinary case, a worker might sometimes raise a grievance about the behaviour of the manager handling the case. Where this happens, and depending on the circumstances, it may be appropriate to suspend the disciplinary procedure for a short period until the grievance can be considered. Consideration might also be given, where possible, to bringing in another person to deal with the disciplinary case.
If a worker has a problem with any other worker, and is unable to sort it out informally, the matter should be referred to the Trustees. 
At each stage of the procedure a worker is entitled to be represented or accompanied by his or her union representative or by a work colleague/friend. 
The date and time of (any) grievance hearing(s) shall be agreed between the worker, his/her representative and the representative of management and, where relevant, the person who is subject of the grievance.

The worker and union representative will be allowed an adequate time to prepare the worker's case, within the time limits as set out below.

2
THE PROCEDURE
Normally, a grievance should be raised within one month of the incident (or final incident) which gives rise to the complaint.

In all cases and at all stages, the worker must detail the specific circumstance or circumstances which constitute the grievance, with dates, times, witnesses, etc as applicable.

The procedure has two stages as set out below. At each stage of the procedure formal records shall be kept, and the result of each stage shall be confirmed in writing. 

At each stage of the Grievance Procedure the person or panel hearing the case shall undertake a full investigation and there shall be a hearing, to allow the worker to put his/her case, and the person with whom the grievance is against to put their case for defence. 

The stages of the procedure are as follows:

Stage I

Any grievance should first be raised in writing with the Trustees. 

Stage II – Grievance meeting 
A designated Trustee should attempt to settle it as soon as possible. They will invite the worker to attend a meeting (in person or electronically) to discuss the matter and inform of their right to be accompanied. The Trustee will also raise and discuss the issue with the individual whom the grievance is against. The Trustee will hold any additional meetings as would, in their view, resolve the grievance, and then notify the worker in writing of the decision, within 7 working days.

If the grievance is against a Trustee, the matter will be dealt with by another board member. Whoever deals with the grievance at this stage, will be excluded from hearing the case at any later stage, where possible. 

Stage III - Appeal

If still unresolved within 20 working days, the matter may be referred, in writing, to the Board (through the Chair), who shall appoint an Appeal Panel. The members of this panel should, if at all possible, have had no direct involvement in the case. One member of the panel shall be elected Chair. The Panel shall ensure a minute‑taker is present.

The Appeal Panel will hold a hearing (in person or electronically) as soon as possible, but will normally be no later than fifteen working days from the receipt of the formal notification from the worker. The Chair of the Appeal Panel may adjourn the hearing, four up to fifteen working days, to enable the panel to give due consideration to the case. 
The decision of the Appeal Panel shall be final.  

3
REVIEW

This procedure may be reviewed and altered from time to time as appropriate and any changes agreed with workers.

4
EXAMPLES OF POSSIBLE REASONS FOR A GRIEVANCE

It is not the aim of this procedure to deal with reasonable and justifiable managerial decisions which a worker may disagree with. The list provided below is not exhaustive and there may be other examples of possible reasons for a grievance: 

· unreasonable/unjustified refusal to grant annual leave;

· unreasonable/unjustified refusal to grant an approved absence; 

· provision of conflicting, contradictory instructions/supervision;

· unjustified refusal to provide support/supervision when requested;

· persistent lack of support/supervision which affects the worker’s ability to carry out his/her job;

· refusal to deal with, or inadequate resolution of problems between colleagues such as bullying or harassment (Appendix 1);

· unwillingness or failure to deal with health & safety issues.

5
FORMER WORKERS

Where a worker leaves Cheer for Everyone while a grievance has not been resolved, the Trustee (or Chair) will decide how to conclude the process, taking account of all the circumstances of the case.  As a minimum, the Statutory Standard Grievance Procedure must be followed. 

The Statutory Modified 2-step Grievance Procedure will be followed where:  

(a) 
the employment has ended;

(b) 
Cheer for Everyone was unaware of the grievance, or

(c) 
Cheer for Everyone was aware but its standard grievance procedure had not been commenced or completed before the last day of employment, and

(c) 
Both parties agreed in writing, after Cheer for Everyone became aware of the grievance, that the modified procedure should apply. 

In such cases, the following will take place:

(i) The former worker must set out the grievance in writing and send a copy to the Trustee (or Chair). 

(ii) The Trustee (or Chair) will decide the appropriate action to be taken, 

(iii) set out their response in writing and send this to the former worker.  
6
RECORDS

Records should be kept detailing the nature of the grievance raised, the employer’s response, any action taken and the reasons for it. These records should be kept confidential and retained in accordance with the Data Protection Act 1998 which requires the release of certain data to individuals on their request. 

Copies of any meeting records should be given to the individual concerned although in certain circumstances some information may be withheld, for example to protect a witness.
Appendix 1: Complaints of discrimination and harassment: suggestions for employee's action in case of harassment
If a person is the receiver of harassment the following suggestions from the Equal Opportunities Commission may be helpful in providing a guideline for action.

1. 
The harasser should be told to desist from further unacceptable conduct.

2. 
The management should be informed immediately.  Use made of the grievance procedure where appropriate.

3.
The person being harassed should keep a diary of incidents so that these can be recalled accurately at an organisational enquiry or any subsequent industrial tribunal.

4.
The person affected should confide in a colleague and inform a manager.  It may be that other people have suffered similar harassment.

5.
Advice should be sought from the Equal Opportunities Commission, the Commission for Racial Equality, The Lesbian and Gay Employment Rights project. 

6.
Indecent assault should be reported to the police.

� For this document, “worker” means sessional worker or employee. 
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