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Morley Town Council believes that all employees should be treated fairly and with respect. 
We encourage a culture in which you can raise any workplace problems, complaints or concerns in a supportive framework and we will ensure that all genuine grievances are dealt with quickly and fairly.
Most grievances can be resolved informally. However, if an informal approach does not resolve matters, or is not appropriate, you may choose to raise a formal grievance.
This policy outlines the resolution process, the roles of those involved and support that is available to you.
This policy does not form part of your contract of employment and we reserve the right to amend or withdraw it at any time.
The Council recognises that a formal resolution process can be a stressful experience for all parties involved. Everyone involved in the process is entitled to be treated calmly and with respect. The Council will not tolerate abusive or insulting behaviour from anyone taking part in, or conducting resolution processes and will treat any such behaviour as misconduct under the disciplinary process. 
The Council would always encourage you to try and resolve matters informally in the first instance, (please see below) however if this approach is not successful then you should raise your concerns through the formal process.
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If you are unhappy about the treatment that you have received or about any aspect of your work, you should, in the first instance, discuss this with your Line Manager/Liaison Councillor, who will attempt to resolve the situation on an informal basis. 
If you feel unable to approach your Line Manager/Liaison Councillor, directly, you should approach another member of the staffing commitee, who will discuss ways of dealing with the matter with you. 
The relevant Councillor will meet with you to give you the opportunity to explain your grievance and seek to identify whether the issue can be resolved informally. Many concerns can be resolved informally. 
However, while we encourage the informal resolution of complaints, we recognise that this is not always possible or appropriate, for example if your grievance relates to a serious issue such as discrimination. Therefore, if the informal process does not resolve matters or is not appropriate, you should raise a formal grievance under this procedure.


[bookmark: _Toc135334209]The formal process

Where your grievance has not been resolved informally, or if your grievance is serious in nature, you should raise the matter formally in writing.
It is important that you set out clearly the nature of your grievance and indicate the outcome that you are seeking. If your grievance is unclear, we may ask you to clarify your complaint before we hold a grievance meeting.
It would be helpful if you write "Formal grievance" at the top of your complaint and send this to your Line Manager/Liaison Councillor, If your complaint relates to your Line Manager/Liaison Councillor, you should send your written grievance to another Councillor of your choice instead.
Your concerns should be raised either with your member or with the Chair of the staffing committee. 
The staffing committee will appoint a sub-committee of three members to investigate the grievance. The sub-committee will appoint a Chair from one of its members. No councillor with direct involvement in the matter shall be appointed to the sub-committee.
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If there is sufficient information in your written grievance, then the Council may be able to investigate without the need to meet with you first. In this situation, a full investigation will be conducted, and you will then be invited to a Resolution hearing.
If the Manager dealing with your complaint feels they need to discuss it with you first to ensure they fully understand the issue, then you may be invited to a meeting before the investigation to clarify any points. This meeting will then be adjourned to investigate.

[bookmark: _Toc135334211]Investigation 

The investigation will be conducted by the sub-committee. You will be written to, to acknowledge your grievance, to confirm that they are conducting the investigation and to give you an estimate of the timescale for completion.
The level of investigation and time this will take will vary depending on the nature of your grievance.
During the investigation the sub-committee will take, where appropriate, witness statements, copies of any documentation, training records or policies that are relevant to the matter being investigated. 
You will be given a copy of any evidence collated during the investigation in advance of the grievance meeting. However, in some cases, the evidence given by individuals may have to remain confidential. Where confidentiality is necessary, we will provide you with an appropriate summary of the evidence.
Your grievance will be kept confidential as far as possible.
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The resolution meeting will be held, where possible, within five working days of receiving your written complaint. This may not always be possible depending on the scope of the investigation, however, if this is not possible, you will be informed of the reason for any delay.
The letter inviting you to the meeting will state:
· the names of the chair and other members
· a summary of your grievance based on your written submission
· the date, time and place for the meeting.  
· your right to be accompanied by a workplace colleague, a trade union representative or a trade union official 
· a copy of the Council’s resolution policy
· confirmation that, if necessary, witnesses may attend on your behalf and that you should provide the names of your witnesses in advance of the meeting
· that you should provide the Council with any supporting evidence in advance of the meeting.
The resolution meeting will be conducted by the sub-committee, and a notetaker will also be present. 
The purpose of the meeting is for you to explain the nature of your complaint and what action you feel should be taken to resolve the matter. 
If more information comes to light, it may be necessary to adjourn the resolution meeting to conduct a further investigation and reconvene the meeting when this has been done.
If you are unable to attend the resolution meeting because of circumstances beyond your control, you should inform the chair of the meeting as soon as possible. If you fail to attend without explanation, or if it appears that you have not made sufficient attempts to attend, the resolution meeting may take place in your absence, based on your written grievance statement and any other documentation available.
Following the meeting, the sub-committee will inform you in writing, usually within five working days after the meeting, of the outcome and any action that will be taken as a result of your complaint.
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Appeal 

If you disagree with the findings, you may appeal against the outcome of the resolution meeting to the staffing committee. 
Any appeal should be lodged within five working days of receiving the outcome of your disciplinary hearing. When lodging an appeal, you should clearly state the grounds of your appeal. 
Appeal hearings will, where possible, take place within five working days of receipt of the written notice of appeal. 
The Appeal will be heard by a panel of three members of the staffing committee who have not previously been involved in the case. If there are insufficient members of the staffing committee who have not previously been involved, the appeal panel will be a committee of three Council members who may include members of the staff committee. The appeal panel will appoint a Chair from one of its members.
The Appeal is to consider your grounds for appeal and review the conclusion reached in the original resolution meeting. 
The committee may need to adjourn to investigate matters further.
Upon completion of the appeal, the committee will convey their decision to you. The decision will be confirmed in writing where possible, within five working days. 
The decision at the appeal is final.
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We will make every effort to ensure that any meeting we hold under this procedure is scheduled for a time and place that is reasonable and within your normal working hours. You are therefore required to attend the meeting if it is possible for you to do so. If you are too ill to attend, or have some other reasonable excuse, we will consider re-arranging the meeting to a time when your attendance is possible.
However, it is important to ensure that these procedures are completed within a reasonable timescale. We reserve the right to proceed with a meeting in your absence when it has not been possible to arrange a meeting that you are able to attend. In that case, we will make every effort to ensure that you are able to make representations in writing or through a representative. 
If your companion is not available to attend the meeting, we will agree to postpone and seek to agree a mutually convenient time. However, any such postponement must be short, and we reserve the right to proceed with the original meeting if no new date can be found that is within five working days of the scheduled date.
If you fail to attend without good cause it may be decided that you are not actively engaging in the process and therefore no longer wish to continue with it.
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Where it is not possible to hold a face-to-face meeting under this procedure, we will conduct the process remotely. We will ensure that you and your representative have access to the necessary technology for participating. Your rights will not be affected, and we will ensure that the procedure remains fair and reasonable.
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You have the right to be accompanied by a work colleague or trade union official at any resolution meeting or subsequent appeal. The trade union official need not be an employee of the Council, but if they are not a fellow worker, the Council will insist on them being certified by the union as being experienced or trained in accompanying employees at formal hearings. 
The choice of companion is a matter for you. Please note that work colleagues are not obliged to agree to accompany you. 
Companions will be given appropriate paid time off to allow them to accompany colleagues at a resolution hearing or appeal hearing. At any hearing, your chosen companion will be allowed to speak in the meeting, respond on your behalf to any view expressed in the hearing, and sum up the case on your behalf. 
However, both the hearing and appeal hearing are essentially meetings between the Council and you, so any questions put directly to you should be dealt with by you and not your companion. Where the chosen companion is unavailable on the day scheduled for the meeting or appeal, the meeting will be rescheduled, provided that you can propose an alternative time within five working days of the scheduled date.
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If any aspect of the process causes you difficulty on account of any disability that you may have, or if you need assistance because English is not your first language, you should raise this issue with the chair in advance, who will make appropriate arrangements.
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We do not permit you, or your accompanying person, to electronically record any meeting held by the Council as part of the resolution process. 
This is to encourage openness and full participation by all parties during meetings. 
Any breach of this provision may lead to disciplinary action against the employee, up to and including dismissal. 
The Council will however arrange for a suitable person to be present at the hearing to make notes which you will have the opportunity to read to ensure they are an accurate record of discussions. 
In certain circumstances, the Council may arrange for the meeting to be recorded electronically. Where the Council feels it is appropriate to record the meeting electronically it will take responsibility for making the recording.
You will be provided with a copy of the record of the meeting, whether that is written notes or an electronic copy if this is what the Council decided to do.
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If you have a grievance that relates to the ongoing disciplinary proceedings, you should raise this during the disciplinary procedure and not through our separate resolution procedure (for example during the disciplinary meeting or appeal stage).
If you raise a grievance during disciplinary proceedings that is unrelated to those proceedings, the disciplinary and resolution procedures will normally run independently in parallel.
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If you and another employee (or more than two of you) have identical grievances and you all wish to have it addressed in one grievance process, you can raise a collective grievance.
If you are raising a collective grievance, the requirements set out in this policy are varied as follows. 
Raising a formal grievance
Your written complaint should be headed "Formal Collective Grievance". Your complaint must be submitted in one document and must clearly identify and be signed by each employee raising the collective grievance. 
You and your colleagues will need to nominate one of you to act on behalf of all of you throughout the grievance process. If there are more than ten employees involved, you should nominate a representative for every ten employees. Your grievance letter must identify whom you have appointed to be the nominated representative.
If you and your colleagues are all members of the same trade union, your trade union representative may raise the collective grievance on your behalf. 


Hearing your grievance
If you have been appointed to be the nominated representative, you will be invited to attend a collective resolution meeting. 
You will be entitled to be accompanied by a fellow employee or a trade union official. 
The meeting will be run as set out above.
Following the meeting, there will be one identical outcome. Your nominated representative will be notified of the outcome in writing and any action that will be taken as a result of your collective complaint.
Appeal
If you, or any of your colleagues, are not satisfied with the outcome of your collective grievance, you may submit a formal appeal. 
Your appeal should be headed "Formal Collective Appeal". Your appeal must be submitted in one document and must clearly identify those withdrawing from the process and signed by those wishing to appeal. Your appeal letter must also identify whom you have appointed to be the nominated representative throughout the appeal stage.
Appeal hearings will, where possible, take place within five working days of receipt of the written notice of appeal. The appeal meeting will be conducted by a different Councillor than the Councillor who conducted the original collective resolution meeting, who will consider your grounds for appeal and review the conclusion reached in the original resolution meeting. 
If you have been appointed to be the nominated representative, you will be invited to attend one collective grievance appeal meeting. You will be entitled to be accompanied by a fellow employee or a trade union official. 
Following the appeal meeting, there will be one identical outcome. Your nominated representative will be notified of the outcome in writing. 
The outcome of the collective appeal is final. 
If only one employee wishes to appeal, the normal grievance procedure will apply to the appeal.
Dealing with your grievances individually
The Council reserves the right to hear grievances individually if you do not all voluntarily agree to the collective grievance process, if your grievances are not identical, or there are exceptional circumstances.

[bookmark: _Toc136434004]General

The Council aims to keep policies up to date and right for everyone. Therefore, this policy may be amended from time-to-time, and it does not form part of your contract of employment.
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