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Grievance

This Policy applies to all activity undertaken by Heart for Chorley in pursuing its purpose as a Registered
Charity serving its beneficiaries, partners and the community.

Purpose

This Grievance Policy is established to provide a fair, lawful and consistent process for employees and
workers of Heart for Chorley to raise concerns, problems or complaints connected with their work. The
policy is intended to encourage concerns to be raised at the earliest appropriate stage and to support
resolution, where possible, in a respectful and timely way.

Heart for Chorley recognises that grievances can arise in a small charity environment and that concerns
should be handled sensitively, fairly and in line with the Acas Code of Practice on disciplinary and
grievance procedures. This policy is not contractual and may be amended from time to time.

Scope
This policy applies to employees and workers of Heart for Chorley.

Volunteers who have concerns should normally raise them with their line manager or designated
contact. Depending on the issue, the organisation’s Safeguarding, Whistleblowing, Complaints or other
policies and procedures may be more appropriate than this Grievance Policy.

This policy may be used where a concern relates to matters such as:

e terms and conditions of employment

e working practices, working relationships or workload

e bullying, harassment or unfair treatment

e health and safety concerns

e line management concerns

e discrimination, victimisation or failure to make reasonable adjustments

e any other work-related concern that the employee or worker believes should be formally addressed

Policy Statement
Heart for Chorley is committed to:

e resolving concerns fairly, consistently and without unreasonable delay

e listening to all parties and considering relevant evidence

e encouraging informal resolution where appropriate

e ensuring that employees and workers can raise genuine concerns without fear of victimisation
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keeping matters as confidential as reasonably possible
providing a right of appeal against a formal grievance outcome

Principles
The following principles apply to the handling of grievances:

grievances should normally be raised as soon as reasonably possible after the event giving rise to the
concern

wherever appropriate, issues should first be raised informally with the relevant manager or decision-
maker

formal grievances should be set out in writing

employees and workers have the right to be accompanied at a formal grievance meeting by a fellow
worker or a trade union representative

grievance matters will be handled impartially and, where possible, by a manager not directly
involved in the matter complained about

all parties are expected to act respectfully and cooperate with the process

the procedure may be adapted where this is reasonably necessary, for example because of illness,
disability, safeguarding concerns or the size and structure of the organisation

Responsibilities
Management of Heart for Chorley is responsible for:

encouraging concerns to be raised early

responding to grievances fairly and without unreasonable delay

deciding whether an informal or formal route is appropriate

arranging any investigation necessary to establish the facts

holding grievance meetings and communicating outcomes

ensuring employees and workers are not subjected to detriment for raising genuine concerns

Employees and workers are responsible for:

raising concerns honestly and promptly

explaining the issue clearly and providing any relevant evidence
engaging with the process constructively

maintaining confidentiality where appropriate

attending meetings and cooperating with any reasonable investigation

Informal Resolution

Many concerns can be resolved informally and quickly. Employees and workers are encouraged, where

appropriate, to:
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e speak first to their line manager
e if the concern is about the line manager, raise it with the CEO, Chair or another appropriate person
e explain the concern clearly, what impact it is having, and what outcome is sought

Informal resolution may include discussion, clarification, apology, practical adjustments, mediation or
agreed changes to working arrangements.

If informal resolution is not appropriate or does not resolve the issue, the matter may be raised formally
under this policy.

Formal Grievance Procedure
Where a matter cannot reasonably be resolved informally, the employee or worker should raise a formal
grievance in writing.

The written grievance should normally include:

e the nature of the grievance

e relevant dates, facts and, where possible, names of people involved
e any supporting evidence

e what outcome or resolution is sought

A formal grievance should normally be sent to the line manager. If the grievance concerns the line
manager, it should be sent to the CEO, Chair of Trustees or another person designated by the
organisation.

Heart for Chorley will acknowledge receipt of a formal grievance and will consider the most appropriate
next step, which may include a grievance meeting and/or an investigation.

Investigation
Where appropriate, Heart for Chorley may carry out an investigation to establish the facts before or after
the grievance meeting.

An investigation may include:

e reviewing documents, records or messages

e speaking to the employee or worker raising the grievance
e meeting with witnesses or other individuals involved

e reviewing relevant policies and prior actions

The purpose of any investigation is to establish the facts as fairly as possible. The extent of the
investigation will depend on the nature and seriousness of the grievance.
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Grievance Meeting
A formal grievance meeting will normally be held without unreasonable delay, allowing sufficient time
for preparation.

The purpose of the meeting is to:

e understand the grievance in full

e allow the employee or worker to explain their concerns
e consider any evidence and the outcome sought

e ask any questions necessary to clarify the facts

The employee or worker has the statutory right to be accompanied by:

e afellow worker, or
e atrade union representative

If the chosen companion is unavailable at the proposed time, the meeting may be rearranged to a
reasonable alternative time.

Where appropriate in a very small organisation, and where a person has been materially involved in the
events complained of, Heart for Chorley may seek an alternative hearing or appeal manager from
outside the immediate management structure in order to preserve fairness.

Outcome
Following the grievance meeting and any investigation, Heart for Chorley will decide the outcome and
communicate it in writing.

The written outcome will normally include:

o whether the grievance is upheld, partially upheld or not upheld
e the reasons for the decision

e any action the organisation will take

e the right of appeal and how to exercise it

Possible outcomes may include:

e no further action

e management guidance or clarification

e mediation or relationship repair measures

e changes to working practices or support arrangements

o referral into another policy or procedure, for example disciplinary, safeguarding, whistleblowing,
health and safety or capability
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Appeal
If the employee or worker is dissatisfied with the grievance outcome, they may appeal in writing within 5
working days of receiving the decision, unless a longer period is stated in the outcome letter.

The appeal should set out:

e the grounds of appeal
e whether the appeal relates to the decision, the procedure, new evidence, or the outcome
e the remedy sought

Where possible, the appeal will be heard by a manager or trustee who has not previously been involved
in the matter. The outcome of the appeal will be confirmed in writing and will normally be final.

Related and Overlapping Procedures
In some cases, a grievance may overlap with another process, including:

e disciplinary action

e safeguarding procedures

e whistleblowing concerns

e sickness absence or wellbeing support

e complaints made by service users or third parties

Heart for Chorley may decide:

e to deal with the grievance and another process separately
e to pause one process while another is considered
e to combine factual investigation where issues overlap, while maintaining procedural fairness

Where a grievance is raised during disciplinary proceedings, the organisation will consider whether the
disciplinary process should be temporarily suspended, adjusted or continued, depending on the nature
of the grievance and the need for fairness.

Collective Grievances
Where more than one employee or worker raises the same or closely related grievance, Heart for
Chorley may deal with the matter collectively where this is fair and practical.

In such cases, the organisation may:

o ask employees or workers to nominate a representative
e hold one or more joint meetings
e issue individual or collective outcomes as appropriate
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Confidentiality, Records and Non-Retaliation

Heart for Chorley will handle grievance matters as confidentially as reasonably possible. Information will
only be shared with those who need it for the purposes of considering, investigating or responding to the
grievance.

Records of grievances, meetings, investigations, decisions and appeals will be retained in accordance
with data protection requirements and the organisation’s retention practices.

No employee or worker will be subjected to detriment, victimisation or retaliation for raising a genuine
grievance in good faith. However, knowingly false, malicious or bad-faith allegations may be dealt with
under the disciplinary procedure.

Support and Adjustments
Heart for Chorley recognises that raising or responding to a grievance can be stressful. The organisation
will, where reasonably practicable, consider requests for:

e adjustments due to disability or health conditions

e support with attending meetings

e remote attendance where appropriate

e reasonable postponement where sickness or other substantial difficulty affects participation

The organisation may request reasonable evidence where adjustments or postponements are needed.

Review and Monitoring
This Grievance Policy will be reviewed annually or earlier if required by changes in law, guidance,
organisational structure or learning from practice.

Any lessons identified from grievances may be used to improve management practice, safeguarding,
supervision, workload management and staff support arrangements.

Legal Compliance
This policy will be reviewed regularly to help ensure compliance with relevant law and guidance,
including:

e the Acas Code of Practice on disciplinary and grievance procedures
e the Employment Relations Act 1999 (right to be accompanied)

e the Equality Act 2010

e the Employment Rights Act 1996

e relevant data protection and health and safety requirements

If there is any conflict between this policy and statutory rights, the statutory rights will apply.
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