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Policy Statement
All employees have the right to make representation for the purpose of seeking redress for any grievance relating to their employment.  
Purpose
The purpose of the Grievance Policy is to ensure that any work related problems, complaints or concerns raised by an employee are addressed in a fair, timely and consistent manner. 

1. INTRODUCTION
1.1 Where an employee feels aggrieved about any matter relating to their employment, they should arrange an early discussion with their Line Manager or a different Line Manager to resolve the situation.
1.2 The Line Manager should respond orally to the grievance as soon as possible but not later than three working days and should make all efforts to find a resolution informally. This will be followed up with a written summary of the discussion.  
1.3 At this, and at all stages, notes of any discussions and any actions agreed should be kept and placed on the employee’s file.
1.4 If the informal approach fails to satisfy the employee, then the following formal procedure should be entered into.

2 FORMAL PROCEDURE
2.1	The employee should submit their grievance in writing to their Line Manager or alternative relevant person in the church/ organisation who should respond within five working days. A formal meeting should be held with the complainant and the person conducting the formal meeting will be the Decision Manager. A notetaker should be in attendance if possible.   
2.2 If it is necessary for the issue to be subject to an investigation, this will be carried out by an independent person nominated by the Decision Manager.      
2.3 The employee has the right to consult with and/or be accompanied by a colleague or a Trade Union official or other independent person, by prior agreement. The employee may not be accompanied by a legal professional. The meeting should end with a decision and an outcome to the issue. The Decision Manager will put in writing to the employee the outcome within three working days of the meeting and, if appropriate communicate further action that will be taken.  Any action plan must be time bounded.
2.4 The Decision Manager must ensure that any action plan is followed within the agreed timescale.  
2.5 If the employee is still dissatisfied, the organisation / church to nominate an appropriate person.      
2.6  An independent person with no prior knowledge of the issues should be nominated to hear the appeal. The final appeal meeting must normally be held within ten working days of receipt of the written appeal.
2.7 The appellant has the right to be accompanied by a colleague or a Trade Union official or other independent person by prior agreement. Neither side will be entitled to be accompanied by a legal professional. 
2.8 A decision will be reached at the appeal hearing and a resolution reached. This decision must be confirmed in writing to the employee within three working days. This decision is final and the matter is then exhausted.
2.9 Where the grievance involves the adverse behaviour of another employee that employee may be subject to disciplinary action. 
2.10 All timescales outlined must be adhered to unless provable extenuating circumstances prevent this, in which case action must be taken at the earliest possible time.
2.11 If both the employee and the employer agree to a delay in the procedure in an attempt to resolve the issue, this may be arranged. However, the length of the delay must be agreed and put in writing.
