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1. Policy Statement

A grievance is a concern that an employee or volunteer raises with their employer in relation to a work place issue. Felixstowe Youth Development Group (FYDG) is committed to providing a workplace where all employees work together to achieve its objectives. We aim to provide a working environment where all employees are, treated with dignity and respect. FYDG promotes a zero tolerance approach in relation to bullying and harassment. All employees and volunteers are expected to adhere to this policy and ensure their behaviour in work related situations, respects the dignity of others and does not cause offence or distress. If an employee or volunteer has concerns about their work, working conditions or relationships with colleagues/managers then we would encourage them to raise these as they occur. Every effort will be made to resolve any concerns informally.
2. Scope

This policy applies to all employees and volunteers. It is not applicable to agency workers and contractors. All employees and volunteers are required to adhere to the policy at all times during their employment where there may be an impact on working relationships. This policy has been designed following guidance from The Advisory, Conciliation and Arbitration Service (ACAS) on grievances and complaints about bullying and harassment.

3. Principles

The Grievance Policy will not apply where another process which includes an appeal has already been followed. If a grievance is raised as a result of a management decision, the implementation of that

decision will not be delayed.  If a grievance is raised during the course of a disciplinary investigation, both the grievance and disciplinary action should be run in parallel where practicable.
4. Statement on Bullying and Harassment

Bullying, harassment and victimisation can take many forms. ACAS, the Government’s Advisory, Conciliation and Arbitration Service describes bullying as; “Offensive, intimidating, malicious or insulting behaviour, or an abuse or misuse of power, through means intended to undermine, humiliate, denigrate or injure the recipient” These behaviours can be either in person, via the telephone, or by any form of written

communication including social media. Harassment as defined in the Equality Act 2010 is: “Unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual”. The Equality Act 2010 prohibited harassment related to age, disability, gender reassignment, marriage and civil partnership status, pregnancy and maternity, race, religion or belief, sex or sexual orientation.  Allegations of bullying and harassment will be addressed through this Grievance Policy.
5. Equality and Diversity Statement

FYDG is committed to taking effective action to eliminate discrimination and to promote equality of opportunity and diversity in all that it does, both as an employer and as a service provider.

6. Review

This policy will be reviewed regularly and no later than three years from it being agreed by the board.
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1. Introduction

Felixstowe Youth Development Group has adopted a Grievance Policy incorporating bullying and harassment issues to ensure that all allegations are managed in a fair and consistent manner. At all stages throughout the process, employees are entitled to be accompanied by a recognised trade union representative or work place colleague. It is the employee’s responsibility to notify them of the time and
venue for meetings.
2. Guidance

The key to resolving grievances promptly is for managers to deal with the complaint swiftly and appropriately. The outcome of a grievance may not be what the employee would like, therefore, it is important that managers can evidence and explain the reason for their decision, acknowledging the points
raised (whether upheld or otherwise) and proposed resolutions. This should help all parties concentrate on the future and build good working relationships.  If the manager feels that they are not the appropriate manager to hear the grievance due to previous involvement or some other conflict of interest (e.g. they are the subject of the grievance), an alternative suitable manager to hear the grievance needs to be identified.

Formal grievances should be in writing (letter or email). It is not uncommon for employees to write a letter or email of concern, not realising that this is in effect a formal grievance. It is therefore important that managers clarify whether an employee would like their grievance to be resolved formally or informally in the first instance if it is not stated in the grievance itself. All grievances will try to be resolved at an informal level in the first instance.  Whilst the grievance process can be viewed as a process of complaint, it is

often more proactive to view it as a process to look at the opportunities for successful resolution.
3. Bullying and Harassment

FYDG are committed to creating a working environment where all employees are treated with dignity and respect in the workplace. It operates a zero tolerance policy with regards to discrimination, bullying and

harassment. Harassment and bullying covers a range of behaviours which are unacceptable and unwelcome to the recipient and which created an intimidating hostile or offensive environment, irrespective of the intentions of the perpetrator. Personal harassment and bullying takes many forms and can range from subtle, derisory remarks to violent behaviour. The behaviour can be defined by is persistence or maybe, by its nature or severity (e.g. violence), unacceptable even on a single occasion. Harassment or bullying may occur as abuse, such as a manager affecting an employee’s career or grade, but can take place between any individuals (e.g. colleagues or customers), and it is also possible for a manager to be

bullied by a person they manage.  FYDG strives to ensure that no-one received less favourable treatment, or is socially excluded, because of any characteristic that may unfairly affect a person’s opportunities in life.

Harassment can take many forms including:

• Physical contact, ranging from touching to serious assault

• Verbal or written harassment through jokes, offensive language, gossip, banter, slanderous correspondence

• Graffiti or obscene gestures

• Sending offensive material by email, post or text

• Isolation or non-cooperation at work, exclusion from social activities

• Coercion ranging from pressure for sexual favours to pressure to participate in particular activities

• Intrusion by pestering, spying, following

• Outing someone – to state openly and publicly someone’s sexual orientation without their permission

Examples of bullying include:

• Shouting at employees

• Using personal insults or name-calling

• Criticising unreasonably

• Humiliating publicly

• Ignoring or excluding an individual

• Removing areas of responsibility

• Refusing reasonable requests

• Setting objectives with impossible deadlines

4. Grievance Procedure

Informal Stage

The informal process is normally the most proactive way of resolving a grievance as this normally means that the concern or issue is at an early stage and there is scope to redress the balance if this is appropriate. The informal process can also avoid irreparable damage to the working relationship. Employees who have a grievance should, wherever possible, start by discussing it with their Line Manager or if the issue involves a complaint about their Line Manager, with their Manager’s manager. Most problems can be raised and settled within the course of everyday working relationships and there is an expectation that informal resolution will be explored before formal steps are considered.  If an employee advises their manager that they would like their grievance considered informally in the first instance, but the original grievance was in

writing it is important that the manager confirms in writing with the employee that the grievance will be looked at informally in the first instance. There is the opportunity for the employee to raise the grievance formally if informal resolution does not prove to be successful. In some cases it may be appropriate to go straight to the formal stage.  Further support, for example on mediation options, may be required at this stage in order to reach resolution.
Mediation

Mediation is an effective method of conflict resolution that brings the disputants together where possible with an objective third party (mediator) to find a solution. Mediation is a voluntary process and needs to be agreed by both parties. It can be used at any time of the grievance procedure; ideally it should be used prior to any formal process.

Trade Union

Employees have the right to be accompanied at formal grievance meetings and appeals by a Trade Union representative or workplace colleague.

Formal Stage

The formal process may be used where the employee indicates that they wish to raise a formal complaint, or where the complaint is considered too serious to be resolved informally. Formal grievances may also be raised where informal resolution has been unsuccessful or where following the informal stage the employee still feels aggrieved.  Employees should send their formal grievance to their manager, however, if the grievance involves their manager then it should be sent to their managers’ Manager without unreasonable delay.  Where it is inappropriate, due to the nature of the allegations, to raise the grievance with the Line Manager or next in line Manager, the employee should send the grievance to the Company Secretary.

The grievance should set out the employee’s complaint clearly and identify any witnesses to specific incidences so an investigation can be carried out if necessary and also stating what they believe to be the solution. The grievance will be acknowledged, and a Manager or Board member will be appointed to investigate and provide an outcome to the employee. The appointed Investigation Officer will hold a formal grievance meeting with the employee to discuss the grievance in more detail. The employee is entitled to be accompanied to this meeting by a workplace colleague or a Trade Union representative.  During the formal grievance meeting, the employee should be given the opportunity to discuss the concerns/issues in greater detail, and employees should be allowed to explain how they think their grievance should be resolved.  The Investigation Officer will undertake any necessary investigations to help them to make a decision and determine the appropriate outcome for the grievance.  During the investigation, the investigation officer should interview any witnesses and gather any evidence to support or not the issues raised by the employee in their grievance. All employees, including witnesses, have the right to be accompanied at any formal meeting relating to a grievance, by a recognised Trade Union Representative or work based colleague.  During the grievance process, the person(s) who is/are the subject of the grievance (if applicable) will need to be met with as part of any investigation. They may request to see the full content of the grievance that has been submitted against them. It is not normally appropriate at any stage of the grievance process to share the entire content of the complaint with the subject of the grievance. It will be beneficial however, to initially share the main points of the complaint in broader terms, as this can help to

reduce anxiety and stress. It allows the subject of the grievance to have an understanding of what may be discussed at the investigation meeting without knowing the exact wording of the complaint. If the subject of the grievance wants more information, explain only a brief overview can begiven before the investigation meeting.

The reasons for this approach are that it could influence the investigation if too much information is provided before the investigation meeting that would allow the subject of the grievance to rehearse a response. Employees who are witnesses may have concerns about providing a witness statement or being interviewed and may worry about the repercussions of being a witness and having their identity known.

Witnesses often need reassuring that they are not implicated in the complaint, employees cannot be forced to be a witness and participation is voluntary.  Explain that their name has come up as someone who may be able to provide some information on a situation. As the term ‘witness’ can be misleading, explain that witnesses can be called for a variety of reasons e.g. because they have witnessed conflict, or have seen the impact on an employee afterwards; or as a character reference; or as someone who can speak of the team tensions. Witnesses should be reassured that they are not expected to take sides, just to tell the Investigating Officer what they know.

Once the investigation has been completed, the investigation officer will write a report which will form the basis of their outcome to the employee.  The employee should be invited to a further meeting giving 5 working days’ notice where the investigation officer will feedback their findings from the investigation and provide an outcome to the formal grievance. All parties should have the opportunity to discuss the concerns/issues in greater detail. After the meeting, the investigation officer will confirm the outcome of the

formal grievance to the employee, in writing. The outcome letter must also include the employees’ right of appeal within 10 working days of the date of the outcome letter. Where the grievance is upheld and the recommendation is that disciplinary action needs to be taken against the subject of the grievance; this will be managed through the Disciplinary procedure. The content of the grievance investigation report, and any other relevant documents should be included in the disciplinary bundle.

Appeal

If the Investigating Officer has not upheld the employee’s grievance, an appeal can be submitted against any part not upheld. An appeal should be in writing, setting out the employee’s reasons for disputing the decision. Appeals should be submitted in writing to the Company Secretary within 10 working days of receipt of the formal grievance outcome letter. If no appeal is received from the employee within 10 working days, then the matter will be considered closed and no further process may be entered into afterwards.

If the employee appeals, their appeal will be acknowledged and a board member will be appointed to hear the appeal. The Appeal Hearing Manager will have had no prior involvement in the case. The appeal hearing should take place as soon as possible, following receipt of the appeal from the employee. The aim will be for the appeal to take place within 5 working days of receipt of the appeal subject to mitigating

circumstances. The appeal hearing will not be rehearing the issue, but it will consider whether the outcome of the grievance meeting was a reasonable decision.  After the meeting and any further investigation (if required) the appeal Manager will make a decision either to up-hold or dismiss the appeal and then they should inform the employee of the outcome within 5 working days. This is the final stage of the grievance procedure, and there is no further internal right of appeal. The key to having a successful appeal hearing is to try to move beyond the initial grievance meeting and encourage the employee to explain the reasons for their appeal, be clear about which specific points for their grievance they are appealing, why they feel the original outcome was not suitable and present further reasons and evidence to support this. It is not sufficient for the employee to merely disagree with or dislike the outcome without evidenced justification.

It is important that any actions agreed following the grievance procedure are implemented. Complaints that amount to an allegation of misconduct will be investigated and dealt with under the Disciplinary procedure. Where a grievance has been submitted and is demonstrably malicious or vexatious, FYDG reserves the right to consider pursuing action through the Council’s Disciplinary procedure.  In circumstances where the employment relationship between an employee and employer ceases before the conclusion of the grievance procedure, FYDG will continue to fulfil its requirement under the policy and will communicate at all appropriate stages, in writing, with the employee until such time as the matter is considered to be closed and all elements of the policy have been satisfied.
5. Grievance Procedure 
(individual employee who has left FYDG’s employ)

If a grievance is raised by an employee as part of their resignation either during their notice period or on their final day at work, then the Grievance Policy and this procedure will continue to apply for three months after the date that the employee has left (i.e. the commencement of the procedure can begin three months after the employee has left). If the complainant is no longer an employee, any grievance raised will be addressed through the Complaints Procedure.
6. Grievance Procedure
(collective grievance)

A collective grievance occurs where a group of staff feel aggrieved about a particular issue.  A collective grievance would be where at least two employees, or their recognised workplace Trade Union representative or work colleague, submit in writing their concerns. As with grievances involving one

employee, there is an expectation that informal resolution will be explored first with Line Managers. Should the grievance be dealt with collectively, the employees must elect a spokesperson, or recognised Trade Union representative, to speak on behalf of the group.  If a grievance is dealt with collectively, the employee is not then able to raise the same issue individually. If they chose not to take part in a collective grievance, they may raise the matter as an individual. However, where possible, grievances involving more than one employee should be heard collectively.  The collective grievance procedure will follow the same timescales as above. In order for the collective grievance to go to an appeal, agreement to do so must be reached by 60% of those submitting the grievance.
7. Support to Employees
FYDG recognises that when employees are involved in a grievance, either as the complainant or as the person against whom the grievance is made, they may find the process stressful.  FYDG will offer to support as appropriate.
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