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INTRODUCTION

This procedure applies to all employees of Salford Priors Parish Council, (“the Council”). The Council is
the employer of its staff.

This procedure follows the principles set out in the ACAS Code of Practice on Disciplinary and
Grievance Procedures. The objectives of the procedure are: -

= Tofoster good relationships between the council and its employees by discouraging the
harbouring of grievances;

= To settle grievances as near as possible to their point of origin;

= Toensure the council treats grievances seriously and resolves them as fairly, consistently
and without unreasonable delay.

= Toensure that employees are treated fairly and consistently throughout the council, and:

=  To comply with current employment law and best practice.

Matters excluded from this procedure are as follows: -

= Appeals against disciplinary action (which will be dealt with under the Disciplinary
Procedure);

= Nationally agreed terms and conditions outside the Council’s control;

= Matters over which the Council has no control.

The Council may consider grievances raised by former employees where it considers it appropriate to
do so.

All grievance matters will be handled confidentially as far as reasonably practicable.

INFORMAL GRIEVANCE PROCEDURE

In the interests of maintaining good working relations the employee is encouraged to first discuss any
grievance with their line manager or the Clerk (or Chairman where appropriate) with a view to resolving
the matter informally.

= |nformal resolution may include discussion, clarification, or mediation where appropriate.
= |fthe employee feels that informal resolution is not appropriate, or the matter remains
unresolved, they may pursue the formal grievance procedure below.

FORMAL GRIEVANCE PROCEDURE
STANDARD COUNCIL GRIEVANCE PROCEDURE

The employee must set out their grievance in writing (“Statement of Grievance”) and provide a copy to
the Chairman, or, where appropriate, the Chairman of the Staffing Committee.



The Council will acknowledge receipt of the grievance and will carry out a reasonable investigation into
the matter where appropriate.

Once the council has had a reasonable opportunity to consider the grievance and complete any
necessary investigation, the employee will be invited to attend a grievance meeting to discuss the
matter.

1. The employee must take all reasonable steps to attend the meeting.

2. Grievance meetings will normally be convened without unreasonable delay and, where
practicable, within 14 working days of receiving the Statement of Grievance.

3. The employee has the right to be accompanied to a grievance meeting by a fellow
employee or by a Trade Union representative.

4. If the meeting is inconvenient for either the employee or their companion, the employee
may request that the meeting be postponed. The Council will make reasonable efforts to
accommodate this request.

A grievance meeting may be adjourned to allow matters raised during the course of the meeting to be
investigated, or to afford the Chairman time to consider the decision.

After the meeting the employee will be informed of the council’s decision in writing without
unreasonable delay and normally within 5 working days.

If the employee wishes to appeal against the council’s decision they must inform the council within 10
working days of receiving the decision, stating the grounds of appeal.

If the employee notifies the council that they wish to appeal, the employee will be invited to attend a
grievance appeal meeting before the Council’s Staffing Committee. The employee must take all
reasonable steps to attend that meeting. The employee has the right to be accompanied to a
grievance appeal meeting by a fellow employee or by a Trade Union representative.

The appeal meeting will normally be convened without unreasonable delay.

Following the appeal meeting, the employee will be informed of the Council’s final decision in writing
without unreasonable delay. This decision is final.

MODIFIED COUNCIL GRIEVANCE PROCEDURE (FOR FORMER EMPLOYEES)

Where a former employee raises a grievance in writing, the Council may, at its discretion, investigate
the matter and respond in writing.

The Council may decide whether a meeting is necessary or whether the matter can be dealt with
through correspondence.

The decision of the Council will be communicated in writing and will be final.

GENERAL PROCEDURAL INFORMATION

Grievances raised under the standard council grievance procedure will normally be investigated, and
any meetings to discuss the grievance conducted by the Chairman, or the Staffing Committee, as
appropriate.



If an employee’s grievance is about the Chairman they should raise the matter with the Chairman of
the Council’s Staffing Committee. All investigations and any grievance meeting will be conducted by
the said Staffing Committee and any grievance appeal meeting will be conducted by 3 members of the
council who do not sit on the Staffing Committee.

Where a grievance is raised by the clerk to the council or all employee relations matters are dealt with
by the Council’s Staffing Committee all investigations and any grievance meeting will be conducted by
the said Committee. Any grievance appeal meeting will be conducted by 3 members of the council
who do not sit on the Staffing Committee.

The Council may appoint an independent investigator or adviser where appropriate.

At any stage of the procedure, the Council and employee may agree to mediation as a means of
resolving the grievance.

The Council will keep written records of the grievance, including:
= The Statement of Grievance;

= Notes of meetings;

= |nvestigation findings;

= Decisions taken; and

= Appeal documentation.

These records will be retained confidentially in accordance with data protection legislation.

This procedure will be applied fairly, consistently, and in accordance with the ACAS Code of Practice.



