
 
 
 

Report to Employment 

Panel   

Agenda 

Item: 

 

A.1 

  

Meeting Date: 23 November 2015 

Portfolio: Finance, Governance and Resources 

Key Decision: No 

Within Policy and 

Budget Framework 

 

YES 

Public / Private Public 

 

Title: REVIEW OF HR POLICIES – GRIEVANCE POLICY 

Report of: Director of Resources 

Report Number: RD43/15 

 
Purpose / Summary: 
 
A number of HR policies are currently under review in the light of minor legislative 
changes, best practice, management roles and contacts within the Council.  Some HR 
Policies currently under review require only minor changes and amendments, which may 
or may not require approval by the Employment Panel. 
 
The draft Grievance policy appended to this report was considered by the Panel on 1 
October 2015.  The changes were agreed in principle however the Panel requested to 
meet again to consider comments received through consultation with staff and Trade 
Unions on the policy. 
 
Recommendations: 
 
The Employment Panel is asked to note the consultation feedback and to approve 
adoption of the proposed changes to the policy in order to streamline the process for 
handling grievance matters within the Council.  
 
Tracking 
Executive: Not applicable 

Overview and Scrutiny: Not applicable 

Council: Not applicable 

  



 
 
 

1. BACKGROUND 
 
1.1 The Employment Panel on 1 October 2015 considered the draft Grievance Policy 

(RD28/15) and resolved the following actions: 
 

1.1.1 RESOLVED - That the adoption of the proposed changes to the Grievance 
Policy as set out in report RD.28/15 be approved for consultation purposes 
with both Union representatives and employees. 
 

1.1.2 RESOLVED - That the consultation responses be considered by the 
Employment Panel before the Grievance Policy is approved. 

 
1.1.3 RESOLVED - That details of the number of staff grievances that had been 

completed at stage one, stage two and Members Appeals Panels be reported 
to the next meeting of the Employment Panel. 

 
1.2 Consultation with employees and Unions closed on Friday 6 November 2015.  The 

responses received are as follows: 
 
No responses were received from the Trade Unions 
 
Two responses were received from employees; 
1 “In the past when staff have been suspended and we have asked other staff not to 
contact them is there a nicer way that that can be done?” 
 
This applies in a number of situations and HR will continue to work with managers 
to ensure appropriate communications. 
 
2 “What happens in the case, purely hypothetically, of a grievance raised against 
the CEO or deputy CEO?  Is this dealt with by another director?” 
 
This is still as existing procedure and would be dealt with by Members. 
 

1.3 Details of employee grievances for the last two years are contained in the following 
table; 
 

 Total Informal First Line 
Manager 

Service Manager Director Member 
Appeal 
Panel 

2015/2016 4 1  1 2 (1 scheduled) 0 
2014/2015 23 14  5 5 (1 an appeal from 

SMgr level) 
0 

 
NB. Not all grievances resolved informally are reported to HR. 

 
1.4 The Panel considered the option of a trial period in addition to the agreed changes 

to the policy.  This may provide time for reflection for assessment of any impact on 
the change, however this could also prove difficult regarding consistency of 
approach and the period may need to be over a period of years to allow for a 
diverse range of grievances to occur. 
 



 
 
 

1.5 It is worth noting that the removal of members from the appeal process under the 
Grievance Policy does not change the fact that any appeal against dismissal under, 
for example, the Disciplinary Policy would still be dealt with by a Member Appeal 
Panel.  
 

2 CONSULTATION 
Consultation with staff and Trade Unions was conducted between 5 October 2015 
and 6 November 2015.  Responses to the consultation are detailed at 1.2 above. 
 

3 CONCLUSION AND REASONS FOR RECOMMENDATIONS 
 

3.1 The Employment Panel is asked to note the consultation feedback and to approve 
adoption of the proposed changes to the policy in order to streamline the process 
for handling grievance matters within the Council. 
 

4 CONTRIBUTION TO THE CARLISLE PLAN PRIORITIES 
 
4.1     The Grievance Procedure and Process exists to provide Managers and Employees 

with a clear framework in which to handle issues in a fair and consistent way. 
Secondly, instil confidence in the public on the process for managing high 
expectations and performance expected of Council employees. 

  

 

Appendices 

attached to report: 

 

Appendix – Draft Grievance Policy and Procedure 

  

Note: in compliance with section 100d of the Local Government (Access to 

Information) Act 1985 the report has been prepared in part from the following 

papers: 

 
CORPORATE IMPLICATIONS/RISKS: 
 
Chief Executive’s – Not applicable 
 
Deputy Chief Executive’s – Not applicable  
 
Economic Development – Not applicable 
 
Governance – The Grievance Policy is incorporated into officers’ terms and conditions of 
employment and, therefore, must be varied in accordance with proper procedure.  The first 
stage is to consult on any proposed revised scheme and this report details the results of 
that consultation.  The Council has delegated authority to determine terms and conditions 
of employment to the Employment Panel which is, therefore, able to make the decision to 
change the Grievance Policy or not. 
 
Local Environment – Not applicable 
 
Resources – Not applicable 

Contact Officer: Gillian McEwan Ext:  7071 
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1. Policy Statement 

1.1. Carlisle City Council strives to promote harmonious working relationships between 
managers and employees.  However there will be occasions when employees will wish 
to raise a grievance about work related matters.  The Council accepts that its 
employees have the right to express a grievance and for the Council to respond to it and 
keep proceedings confidential.  This procedure provides a clear framework to deal with 
grievances fairly, consistently and speedily.  The procedure takes into account current 
employment legislation together with the ACAS Code of Practice.  The Code defines 
grievances as concerns, problems or complaints that employees raise with their 
employers.  
 

1.2. The Council will take appropriate steps to ensure that all employees understand the 
grievance procedure and related statutory requirements and that it is publicised within 
Carlsile City Council and is available in alternative formats upon request.  Appropriate 
training will be provided to managers. 

2. Scope 

2.1. This policy applies to all Carlisle City Council employees.  In grievance matters that 
involve Chief/Statutory Officers of the Council these procedures will be read in 
conjunction with Carlisle City Council’s Constitution (Officer Employment Procedure 
Rules) .  

3. Aim 

3.1. The aim of the procedure is to promote effective employee relations by trying to resolve 
grievances, either individual or collective, as promptly and amicably as possible 
ensuring fairness and transparency is applied at all times. 

3.2. Many potential grievance issues can be resolved informally without the need to progress 
to the formal stage.  Both managers and employees are expected to approach the 
procedure with the commitment to engage in constructive discussion and to adopt a 
positive approach in order to resolve the grievance wherever possible, at the Informal 
Stage. 

4. Introduction 

4.1. This policy sets out the procedure to be followed both at the informal and formal stage. 
Issues that may cause an employee to raise a grievance include but are not limited to 
the following: 

 Terms and conditions of employment 

 Health and safety 

 Work relations 
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 New working practices 

 Working environment 

 Organisational change 

 Equality of opportunities  

 Discrimination 

As this list is not exhaustive, advice should be sought on any complaints not listed 
above from the Human Resources Section.  

4.2. This procedure shall not apply to matters where separate procedures exist for example 
allegations of bullying and harassment will be dealt with in accordance with the 
Council’s Encouraging Mutual Dignity and Respect Policy. 

4.3.   In addition, it will not apply where an employee decides to make a protected disclosure 
in accordance with the Council’s Confidential Reporting Policy and Procedures (whistle 
blowing procedure). 

4.4. It may be appropriate, in some situations, that mediation could help resolve grievances 
at an early stage. 

4.5. Appropriate investigations, depending on the nature of the grievance, will be made to 
establish the facts of the case.  Any grievance investigation will be conducted by a 
nominated officer who is not involved in the matter giving rise to the dispute. 

4.6. No employee will be victimised as a result of instigating/ starting a grievance brought in 
good faith and employees are protected under the Encouraging Mutal Dignity and 
Respect policy and other policies if this occurs. 

4.7.   Where more than one employee has the same grievance this may be dealt with 
collectively and should be raised with the management directly responsible for the area 
concerned, following the City Council’s management structure.  Representation may be 
made by a trade union official or a maximum of two individuals from the group raising 
the collective grievance. 

 
4.8.  Where a grievance becomes an issue concerning more than one service, the matter 

shall be raised by the appropriate trade union with the Chief Executive of the Council 
who shall deal with the matter promptly and give a reply as soon as possible.  Failing 
resolution then the matter shall be raised at an appeals panel of the Council which shall 
use its bests officers in an endeavour to resolve the issue.   

 

4.9. The time limits referred to in the procedure are guidelines and may be varied provided 
that all parties agree.  However, the procedure should be conducted in a reasonable 
time to ensure compliance with statutory obligations and to ensure fairness. 
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 Please note: It is possible to go straight to the formal stage if the employee or line 
manager considers it is not possible to resolve the matter informally.  Guidance should 
be sought from Human Resources, before bypassing the informal stage. 

5. Mediation 

5.1. Mediation is a completely voluntary and confidential form of alternative dispute 
resolution.  It involves an independent, impartial trained mediator helping two or more 
individuals, or groups, to reach a solution that is acceptable to all parties.  Mediators do 
not make judgements or determine outcomes.  

5.2. The overriding aim of workplace mediation is to restore and maintain the employment 
relationship wherever possible.  This means the focus is on working together to go 
forward, not determining who was right or wrong in the past.  

5.3. Many kinds of dispute can be resolved through mediation if those involved want to find a 
way forward.  It can be used at any stage in a dispute but is most effective if used early 
on.  

6. Procedure 

6.1. Informal Stage 

6.1.1. If an employee has a grievance they should discuss the matter initially with their 
immediate line manager, having made it clear that it is a grievance.  If the grievance is 
submitted verbally the employee may be asked to follow it up in writing, to assist the line 
manager in fully understanding the nature of the grievance.  In most cases the line 
manager can resolve the grievance on an informal basis.  Raising a concern to a line 
manager at an early stage may also assist in reaching a prompt and satisfactory 
outcome.  The line manager should ensure that the employee has a copy of the 
grievance procedure and understands the process that will be followed. 

6.1.2. If the grievance is against the line manager the employee should raise the grievance 
with the next senior manager within the service.  

6.1.3. The relevant manager should keep a written record of the discussions and outcome and 
meet with the employee to confirm the outcome within 5 working days, unless there are 
reasons for a delay, which will be explained to the employee.   

6.1.4. If the employee is dissatisfied with the response given they can escalate the matter to 
the Formal Stage of the procedure. 

6.2. Formal Stage 

6.2.1. In order to start the formal stage, the grievance must be submitted by the employee, 
using Section A of the Grievance Form, to their line manager (or if the grievance is 
against their line manager, to the next senior manager within the service) with a copy 
sent to Human Resources.  Where possible this should include the proposed outcome 
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or a solution that the employee wishes to see along with relevant supporting evidence.  
An employee may wish to seek help from a work colleague or trade union 
representative. Under the Equality Act 2010, employers are required to make 
reasonable adjustments which may include assisting employees to formulate a written 
grievance if they are unable to do so themselves because of a disability.  If this applies 
to an employee, they may seek advice and support from Human Resources. 

6.2.2. Once an employee has submitted a written grievance the appropriate manager should 
respond as soon as possible by inviting the employee to a grievance hearing to discuss 
the grievance giving at least 5 working days’ notice (or earlier with the consent of all 
parties).  This should also include advising the employee that they can be accompanied 
by a work colleague or trade union representative.  If the employee and/or their work 
colleague or trade union representative cannot reasonably attend on the proposed date 
they can propose an alternative date which must be within 5 working days of the original 
date proposed.  The employee must take all reasonable steps to attend the grievance 
hearing and ensure relevant representation is available.  A hearing should only be 
rescheduled once and may be held in the absence of the employee. 

6.2.3. Any grievance hearing should be conducted by an appropriate manager who is not 
involved in the matter giving rise to the dispute. 

6.2.4. It may be necessary to delay the hearing of the grievance in order that an investigation 
can be undertaken.  The appropriate manager will ensure that the employee is kept 
informed of any delay in hearing the grievance and the progress of the investigation. 

  

6.2.5. At the grievance hearing the employee will be given the opportunity to explain the 
grievance and say how they think it should be resolved.  The manager will be advised 
by a representative from Human Resources.  A meeting with the person against whom 
the grievance is brought will be arranged separately. 

6.2.6. The employee’s colleague or trade union representative may address the grievance 
hearing, and put forward or sum up the case on behalf of the employee if the employee 
wishes, but is not able to respond or answer any questions put to the employee. 

6.2.7. After the grievance hearing the manager will give a written response with the outcome 
of the decision (using the Grievance Form) including the right of appeal, within 5 
working days of the date of the hearing unless there are reasons for a delay, which will 
be explained to the employee.  It is important to note that while it is important to have 
consistency in decision making; individual cases should be treated on their own merits.  

6.2.8.  If the employee is dissatisfied with the outcome they may raise the matter again through 
the appeal process. 

6.3. First Appeal 

6.3.1. If the employee disagrees with the grievance hearing outcome they may lodge an 
appeal, which must be in writing clearly stating the grounds for the appeal using Section 
B of the Grievance Form.  This should be directed to the relevant Director (who may 
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nominate a senior manager to hear the appeal, who may not always be from the 
employee’s Directorate) and copied to Human Resources.  This should be within 10 
working days on receipt of the written outcome. 

6.3.2. As soon as possible (and in any event within 10 working days of the appeal being 
received, unless unavoidably delayed) the employee will be invited to an appeal 
hearing. 

6.3.3. The employee and their representative will be given notice in writing at least 5 working 
days in advance of the time and place of the appeal hearing.  Any extension on the time 
frames must be agreed in advance by both parties. 

6.3.4. The appeal will be heard by a Director (or nominated senior manager), and a 
representative from Human Resources will be in attendance to provide advice.  At the 
appeal hearing both parties may state their case and ask questions of each other.  Both 
parties may call and question witnesses.  The employee may be accompanied to the 
appeal hearing by a work colleague or a trade union representative. 

6.3.5. The Director (or nominated senior manager) hearing the appeal may: 

 dismiss the appeal; or  

 uphold the appeal; or  

 allow the appeal and substitute a different outcome 

The decision will be communicated to the parties either at the hearing or in writing within 
five working days of the hearing, unless there are reasons for a delay, which must be 
explained to the employee. 

6.4. Final Appeal 

6.4.1. If the employee disagrees with the outcome they can lodge a final appeal, in writing 
(using Section C of the Grievance Form) clearly stating the grounds for the appeal / why 
they are dissatisfied with the first appeal outcome.  This should be directed to the Chief 
Executive (who in exceptional circumstances may nominate a senior manager to hear 
the appeal) and copied to Human Resources.  This should be within 10 working days on 
receipt of the written outcome. 

6.4.2. As soon as possible (and in any event within 10 working days of the appeal being 
received, unless unavoidably delayed) the employee will be invited to an appeal 
hearing. 

6.4.3. The employee and their representative will be given notice in writing at least 5 working 
days in advance of the time and place of the appeal hearing.  Any extension on the time 
frames must be agreed in advance by both parties. 

6.4.4. The final appeal will be heard by the Chief Executive (or nominated senior manager), 
and a representative from Human Resources will be in attendance to provide advice.  At 
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the appeal hearing both parties may state their case and ask questions of each other.  
Both parties may call and question witnesses.  The employee may be accompanied to 
the appeal hearing by a work colleague or a trade union representative. 

6.4.5. The Chief Executive (or nominated senior manager) hearing the appeal may: 

 dismiss the appeal; or  

 uphold the appeal; or  

 allow the appeal and substitute a different outcome 

There is no further right of appeal against this decision. 

The decision will be communicated to the parties either at the hearing or in writing within 
five working days of the hearing, unless there are reasons for a delay, which must be 
explained to the employee. 

6.4.6. Notes should be taken of all meetings throughout the grievance process and a copy 
provided as soon as practicable to each party. 

7. Relationship between Grievance and Disciplinary Procedure 

7.1. Where an employee raises a grievance during a disciplinary process the disciplinary 
process may be temporarily suspended in order to deal with the grievance.  Where the 
grievance and disciplinary cases are related it may be appropriate to deal with both 
issues concurrently. 

8. Status quo 

8.1. When a grievance is raised the conditions existing prior to the grievance being raised 
will remain unless a continuance of this would contravene statutory requirements.  
Wherever practicable, a status quo arrangement will operate until either the grievance 
has been resolved or the procedure has been exhausted. 

9. Representation 

9.1. As stated throughout the Procedure, employees may be represented at any formal 
meeting, hearing or appeal by a trade union representative or a work-place colleague.  It 
is the employees responsibility to arrange representation.  

10. Malicious / vexatious complaints 

10.1. Any malicious or vexatious complaints will not be condoned and may be dealt with 
under the Council’s Disciplinary Policy.  
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11. Requirement to Keep Records 

11.1. Appropriate records will be maintained.  These should be treated as confidential and 
kept in accordance with the Data Protection Act 1998 (unless there is a legitimate 
reason not to do so i.e. the protection of witnesses).  

 


