Grievance Policy

Purpose
· Encourages open communication between employees and managers to resolve employment-related grievances quickly and satisfactorily.
· Confidentiality must be maintained throughout the process.
· This policy does not apply to disciplinary appeals, which are handled separately.
Statutory Entitlement
· Employees have the right to representation during any formal grievance investigation.
· Representatives may be:
· A work colleague
· A union shop steward (if applicable)
· A full-time union officer (even if the union is not recognised by the company)
· Representatives can speak and summarize but cannot answer questions on behalf of the employee.

Grievance Procedure
1. Initial Stage
· Raise the grievance in writing with your immediate line manager.
· If the grievance concerns your manager, raise it with HR or their superior.
· A formal hearing will be arranged.
· A decision will be given in writing, ideally within 5 working days.
2. Escalation
· If unresolved, escalate to a more senior manager.
· They will review the grievance and hold a hearing within 5 working days of the written request.
· A decision will be given in writing, ideally within 5 working days.
3. Final Stage
· If still unresolved, escalate to the Chief Executive or authorised deputy.
· A final decision will be given in writing, ideally within 10 working days.
· This decision is final.
Special Considerations
· If the grievance is too personal to raise with a direct manager, it may be referred to another designated person with permission.
· Employees will be informed whether their grievance was upheld, but not about any disciplinary action taken against others.
· Disciplinary matters arising from grievances are handled separately and confidentially.

📞 Need Help? Contact JACS for advice: 
· Phone: (01534) 730503 
· Email: jacs@jacs.org.je 
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Harassment Investigation Summary Checklist
✅ Do's
· Act promptly – delays can lead to Tribunal claims if falling under the discrimination law.
· Recognize sources of allegations: 
· Directly affected individuals.
· Witnesses of harassment.
· Appoint an appropriate investigator/team – consider impartiality and gender balance.
· Document the complaint clearly.
· Explain the investigation process to both parties.
· Gather evidence: 
· Witness names from both sides.
· Emails, texts, letters, etc.
· Prepare fair and open-ended questions for both parties.
· Keep detailed records and notes throughout.
· Write a comprehensive report: 
· Include all evidence.
· Recommend next steps (e.g., disciplinary action), but not the final outcome.

❌ Don'ts
· Dismiss the complaint or the complainant.
· Delay the investigation due to workload.
· Ignore internal procedures (e.g., staff handbook).
· Appoint biased investigators (e.g., close friends of the accused).
· Promise full confidentiality – aim for discretion without compromising the process.
· Overlook witnesses suggested by either party.
· Keep informal or no notes – documentation is essential.
· Fail to update the complainant on progress.
· Avoid making a conclusion – provide a reasoned outcome.
· Allow victimization of the complainant.
· Ignore training or corrective actions if harassment is confirmed.

📝 Key Reminder
A swift and fair investigation can often resolve issues without escalation. Objectivity, transparency, and thoroughness are essential.




























Flowchart to assist with Grievance Process
These charts are intended to provide an example of good practice to employers and employees; they are not intended to represent a statement of the law; nor do they form part of the Code of Practice for Disciplinary and Grievance Procedures as issued by the Social Security Minister.  This Code of Practice and further guidance on a disciplinary policy please refer to the above website.

No
Yes
1.  The Grievance Procedure
Employee – formally raises a grievance in accordance with the company policy (usually in writing).  Setting out the details of their concerns.
An outcome is agreed; and a decision made as to whether any further action is required.






Reminder:

· If you have a dignity at work policy the procedures may differ so check this before starting the process.
Success – move on with no ill feelings.
Informal stage – employee has a discussion with their line manager/HR.
Reminder:
· keep written notes;
· offer any help available
eg training/counselling etc

2.  A Grievance Meeting 

In writing:
· Invite employee to a meeting in private within the timescales set out in the company’s policy;
· Remind the employee of their right to be represented by a work colleague or union representative.
· Listen carefully to the employee; ask questions as appropriate.


Grievance hearing:
· Invite employee to a meeting as above;
· Allow employee to outline their concerns and take consideration of any additional information that has now been provided.
The response:
· Inform the employee in writing of the decision;
· Offer the right of appeal to a more senior manager who has not been involved.

The appeal:
· Appeals should be in writing (within the timescales for the business), setting out the grounds for appeal and any issues the employee may have with the early part of the process;
· Senior Manager will access the records of the grievance and assess any additional information.
Reminder:

Ask the employee:

· for any evidence they may have available;

· names of any witnesses that they may want you to speak to;

· Keep accurate records;

· If you have an employee helpline advise the employee of this and the confidential nature of this service.

· Stress the confidential nature of this whole  process and possible consequences if this is breached.
Reminder:
· Retain full and accurate notes of the hearing;
· Provide employee with a copy of the notes.

3.  Final Stages

Decision time:
· Advise employee of the decision In writing within the timescales set out by the business;
· Advise the employee this is the end of the process OR, if there is a further stage, what this is.

Reminder: 

· Employee who raised the grievance has the right to know if the allegations have been upheld or not, they should not be advised of any disciplinary action taken against the other employee(s);
· If subsequent disciplinary action is to be taken, please follow your disciplinary procedure to ensure fair process to the other party.





























Basic example letter for raising a Grievance
Date:

Dear
Re:  Formal Grievance
I would like raise a formal grievance regarding the following:
Name of Person(s):
Date of Incident:
What happened:



Name of any witnesses:


I have documents to support my grievance:  YES / NO

I look forward to discussing this grievance as soon as possible.

Yours sincerely












Example Appeal letter following Grievance Outcome

Date:
Dear
Re:  Appeal Against Outcome of Grievance Hearing.
I would like to lodge an appeal against the outcome of my recent hearing as above, which was held on    (date).  The grounds for my appeal are:

Grounds of Appeal:

Set out why you believe the outcome was wrong  - this cannot just be because you didn’t do it; you need to state why, so was it because:

the witnesses were not spoken to;
not all the evidence was considered;
the Chair person was not impartial;
you did not receive all the evidence relied on during the hearing in order to prepare;
you were denied the right of representation by either a work colleague or union representative;
you believe the decision regarding the outcome was made before the hearing;
the investigator did not speak to you before the hearing;
the evidence used was anonymous;
the hearing looked at other matters that had not been investigated;
other allegations were raised and used against you after you had been interviewed;
anything else?)

I am happy to provide any additional information should you need me to do.

I look forward to hearing from you in due course.

Yours sincerely






