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STAPLE HILL COMMUNITY HUB 
 

GRIEVANCE POLICY 
 

Grievances are concerns, problems or complaints that employees raise with their employers. 
 
Staple Hill Community Hub Board of Trustees wishes to ensure that any grievances lodged 
are dealt with and resolved as quickly as possible and to this end has established the 
following procedure.  
 
At each stage set out below the employee has the statutory right to be accompanied by a 
Trade Union official or work colleague of their choice. Over and above this, Staple Hill 
Community Hub will accept any mutually agreed person of the employee’s choice as a 
companion.  
  
Time limits may be extended with the agreement of all parties concerned. Where they are 
extended clear reasons for the delay must be recorded at each stage.   
 
Meetings will be held in private and the need for confidentiality must be respected at all 
stages. 
 
The Grievance procedure is aimed at resolving disputes. If possible and appropriate, 
employees should suggest in their letter of grievance ways in which they think the situation 
could be resolved.  
 
No member of staff or trustee may take part in this procedure if they are involved in the 
grievance.  
 
Informal stage 
The employee should first attempt to resolve any grievance by raising it informally with the 
Chair of Trustees before entering the following formal procedure.  
 
If the grievance remains unresolved the following formal procedure should be used. 
 
Investigation 
In certain cases, the Chair or Vice-Chair of the Board of Trustees may decide that in order to 
action stages of this procedure it is necessary to conduct a full investigation. Where this is 
the case, time limits may need to be extended by Staple Hill Community Hub in order to carry 
out such investigation.  
 
All employees are required under their contract of employment to contribute to any 
investigation where requested.  
 
Normally the Investigating Officer will be the Chair or other person appointed to hear the 
grievance. Alternatively, where appropriate and with the agreement of the Chair, an 
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Investigating Officer may be appointed who is an external party brought in for the purposes 
of conducting the investigation.  
 
Stage 1 (written grievance) 
Where an employee feels aggrieved on any matter and cannot resolve the issue informally, 
they should state their grievance in writing to the Chair or, if the grievance concerns the 
Chair, to the vice-Chair of Trustees.  
 
The Chair or vice-Chair should normally meet with the employee to hear the grievance within 
ten working days of receiving it.  
 
The employee may be accompanied by a mutually acceptable person at the grievance 
hearing, and they must inform the Chair (or vice-Chair) in advance whom they have chosen.  
 
The Chair or vice-Chair should ensure that there is third party present to take confidential 
notes of the proceedings.  
 
In the event of any of the participants in the grievance hearing being unable to attend at the 
mutually agreed time, the meeting may be postponed once to another time to suit all parties. 
In the event of sickness of the person making the grievance or the person designated to hear 
the grievance, the meeting may be postponed for up to 4 weeks. 
 
The person hearing the grievance must establish the nature and extent of the grievance and 
attempt to find a mutually acceptable resolution to the issue. 
 
If the grievance is about another individual, that individual should also be invited to meet with 
the Chair or vice-Chair to present their perspective on the issue. 
 
The Chair or vice-Chair will respond in writing within 5 working days of the hearing. If the 
grievance is not upheld in full, the letter must state the employee’s right to appeal within 14 
days. 
 
Stage 2 (Appeal) 
If the employee is dissatisfied with the response, they may appeal by writing to the Chair of 
the Board of Trustees, or the Vice Chair if the Chair is involved, within 14 days of receiving 
the response, giving the grounds of the appeal.  
 
The Chair or Vice Chair of the Board of Trustees will agree an Appeal Panel of 3 Trustees 
which shall include at least one other member of the Board not previously involved.  
 
This panel will meet with the employee to hear the appeal within 14 days of receiving it and 
will reply in writing within 5 working days of the hearing.  
 
The employee will have the right to be accompanied or represented at the appeal hearing by 
a mutually acceptable person of their choice. The employee should inform the panel in 
advance whom they have chosen.  
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The Appeal Panel should ensure that there is third party present to take confidential notes of 
the proceedings.  
 
In the event of any of the participants in the grievance hearing being unable to attend at the 
mutually agreed time, the meeting may be postponed once to another time to suit all parties. 
In the event of sickness of the person making the appeal, the meeting may be postponed for 
up to 4 weeks. 
 
The decision of the Appeal Panel of the Board of Trustees is final and no further appeal will 
be accepted.  
 
Suspension and/or disciplinary procedures 
In cases where there are reasonable grounds for believing that the continued presence at the 
place of work of an employee connected with the grievance will be detrimental to the 
progress of the grievance procedure, the progress of any investigation and/or the continued 
working of the organisation, that employee may be suspended on full pay while the case is 
investigated.   
 
On occasion, a grievance may give rise to a disciplinary issue, in which case the disciplinary 
procedure will be invoked. The content of the disciplinary procedure will be subject to the 
normal constraints of confidentiality. 
 
Overlapping grievance and disciplinary cases  
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. 
 
A disciplinary procedure may not itself be the subject of a grievance until the disciplinary 
procedure is completed, unless there is an accusation of unlawful harassment or of unlawful 
discrimination. 
 
 
 
 
 
 
Date last reviewed by Board of Trustees: March 2019 
 
Review Date: 3 years or change in legislation 
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Appendix - Extracts from Acas advice 
 
What is a 'grievance meeting'?  
Grievances are concerns, problems or complaints that employees raise with their employers. 
Issues that may cause grievances include: 
• terms and conditions of employment 
• health and safety 
• work relations 
• bullying and harassment 
• new working practices 
• working environment 
• organisational change 
• discrimination. 
 
When do workers have the right to be accompanied? 
For the purposes of this right, a grievance hearing is a meeting at which an employer deals 
with a complaint about a duty owed by them to a worker, whether the duty arises from statute 
or common law (for example contractual commitments). It would apply where the complaint 
is, for example, that the employer is not honouring the worker’s contract, or is in breach of 
legislation. 
 
However, it is generally good practice to allow workers to be accompanied at a formal 
grievance meeting even when the statutory right does not apply. 
 
What rights does the worker have to be accompanied at a disciplinary/grievance 
meeting? 
Under the law, a worker invited to attend a disciplinary or grievance meeting who "reasonably 
requests" to be accompanied, must be allowed to bring a "single companion" who can be 
either a trade union official or a colleague. It is the sole right of the worker concerned to 
choose the "companion” from their work colleagues or trade union.  
The law does not place a duty on trade union officials or fellow workers to perform the role as 
the "companion".  
  
What rights has the chosen "companion"?  
Where the "companion" is:  

 a fellow worker, that person has the right to paid time off during working hours to 
attend the meeting 

 a trade union officer within the same employer as the worker, that individual has the 
right to paid time off for trade union duties 

 a trade union officer from another organisation, there is no right to paid time off. The 
legislation does not place a duty on trade union officials or fellow employees to take 
on the role of accompanying individual.  
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The Acas Code of Practice states: 
The chosen companion may be a fellow worker, a trade union representative or an official 
employed by a trade union. A trade union representative who is not an employed official 
must have been certified by their union as being competent to accompany a worker. 
 
To exercise the right to be accompanied a worker must first make a reasonable request. 
What is reasonable will depend on the circumstances of each individual case. However it 
would not normally be reasonable for workers to insist on being accompanied by a 
companion whose presence would prejudice the hearing nor would it be reasonable for a 
worker to ask to be accompanied by a companion from a remote geographical location if 
someone suitable and willing was available on site. 
 
What is the companion’s role in the meeting? 
The companion should be allowed to address the hearing to put and sum up the worker’s 
case, respond on behalf of the worker to any views expressed at the meeting and confer with 
the worker during the hearing. The companion does not however have the right to answer 
questions on the workers behalf, address the hearing if the worker does not wish it or prevent 
the employer from explaining their case. 
 
What happens if the "companion" is not available to attend the meeting? 
The employer has to postpone the meeting to a time proposed by the worker which has to 
be:  

 reasonable, and  

 fall within a period of 5 working days beginning with the first working day after the day 
originally proposed by the employer.  

 
What amount of time off is the "companion" allowed? 
This is the amount of time which is "reasonable in the circumstances of the case".) 
 
 
Further Guidance for handing grievance procedures 

 
Acas publications:  
 Code of Practice on Disciplinary and Grievance Procedures:  
www.acas.org.uk 

 

http://www.acas.org.uk/

