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GRIEVANCE PROCEDURE FOR SUPPORT STAFF

1.
Introduction

The University of Stirling recognises that employees may, from time to time, have issues or concerns relating to their work, working environment or working relationships which they may want to address.  This grievance procedure sets out how to raise such issues and explains how these issues will be dealt with to ensure that matters are dealt with efficiently and effectively and that employees are treated fairly and equally.

This Grievance Procedure is in line with the Employment Act 2002 (Dispute Resolution) Regulations 2004.  

This procedure applies to all members of support staff within the University i.e. those staff who hold manual, secretarial, clerical, security, trades, technical and administrative, library or computer staff contracts and are not covered by Statute 17.  
2.
Informal Grievance
Should you experience any problems in the workplace you should initially raise the issue(s) with your line manager or supervisor in an attempt to resolve the matter informally.  If your grievance is with your supervisor or line manager then you should raise the issue with the next most senior person to them. If you are not sure who this should be you may seek advice from an HR Officer.     

If the matter is not resolved satisfactorily through the informal route then you have the right to raise a formal grievance.  
3.
Formal Grievance 

The formal grievance procedure has three stages:
· submission of a grievance in writing

· a grievance hearing

· having the right to appeal

3.1
Raising a Formal Grievance (Stage 1)
In order to raise a formal grievance you are required to submit this in writing setting out clearly what the issues are.  This written report should be sent to your line manager or supervisor.  
If your grievance is with your line manager or supervisor then you should submit your written grievance to the next most senior person to them. If you are not sure who this should be you may seek advice from an HR Officer. 
3.2
Grievance Hearing (Stage 2)
On receipt of a written grievance a grievance hearing will be arranged in order to discuss the issues fully.  This may involve an investigation being carried out. 
The grievance hearing should normally be arranged to take place within 10 working days of receipt of the grievance and will allow a minimum of 5 working days notice of the hearing.  If there are reasons why the hearing cannot be held within 10 working days e.g. availability of appropriate staff, then this should be relayed to the employee with an indication of when the hearing will take place.

The grievance hearing will be chaired by a senior member of staff who has not previously had any involvement in the case.  This will normally be the line manager or Head of Department.  However, in some cases, it may be necessary for the grievance to be heard by another Senior Officer of the University.   
The Chairperson will be supported by a HR Officer and in some cases there may also be a HR Assistant present to act as note taker.

The employee is entitled to be accompanied at the grievance hearing by a work colleague or trade union representative.  
If the grievance is against another employee, the employee against whom the grievance has been raised may be invited to attend the same hearing as the employee raising the grievance or given the opportunity to attend a separate hearing. This will be decided by the officer hearing the matter.  In such circumstances, the employee against whom the grievance has been raised will also be entitled to be accompanied by a trade union representative or work colleague.  

At the grievance hearing, both sides i.e. the employee raising the grievance and the party against whom the grievance has been raised, will be given the opportunity to state their case.   Either party may opt to have their representative speak on their behalf.  In cases where witnesses are called, they may be asked to answer questions from the chair, the HR Officer or the employee.  In some cases, it may suffice to have written statements from witnesses for reference.
If, during the grievance hearing, the chair or either party requires an adjournment, this can be requested.

Once all the details of the case have been heard, the chair of the hearing will decide on the outcome based on the facts of the case made available to them.  This outcome will be notified to the employee, in writing, within 5 working days of the grievance hearing.  If, for some reason, it is not possible to give a response within 5 working days, then the employer will make this known to the employee with reasons as to why it has not been possible and also an indication of when the outcome may be available.
3.3.
Appeal (Stage 3)
Once the outcome of a grievance has been communicated an employee has the right to appeal if they believe that the grievance has not been dealt with satisfactorily.  Any wish to appeal must be indicated in writing addressed to the officer of the University who is next most senior to the person who heard the original grievance, for example:
· if the original grievance was heard by the line manager, the appeal should be addressed to the Head of Department;
· if the original grievance was heard by the Head of an Academic Department, the appeal should be addressed to a Deputy Principal;
· if the original grievance was heard by a Head of an Administration Department, the appeal should be addressed to the University Secretary;
· if the original grievance was heard by a Deputy Principal, the appeal should be addressed to the Senior Deputy Principal;
· if the original grievance was heard by a member of the University’s Executive team, the appeal should be addressed to the Principal.

The officer to whom the appeal should be addressed will have been identified to the employee in the letter confirming the outcome of the grievance hearing. 
The appeal hearing will be chaired by a senior officer of the University with no previous involvement in the case.

Any appeal should be submitted within 10 working days of receiving notification of the outcome of the grievance. If an employee cannot submit their appeal within 10 days they must provide an explanation, the appeal chair who will then consider if it is appropriate to grant an extension period for appeal. 
The appeal will normally be heard within 10 working days of receiving the appeal.  If there are reasons why the appeal hearing cannot be held within 10 working days e.g. availability of appropriate staff, then this should be relayed to the employee with an indication of when the appeal is likely to be heard.

As before, an employee is allowed to bring with them either a work colleague or trade union representative to the appeal hearing.  
The outcome of the appeal hearing will be issued, in writing, within 5 working days of the appeal hearing. If, for some reason, it is not possible to give a response within 5 working days, then the employer will make this known to the employee with reasons as to why it has not been possible and also an indication of when the outcome may be available. 
The outcome of the appeal hearing will be final and there will be no further appeal.
4. Issues not considered under the Grievance Procedure
There are certain issues that will not be considered under the Grievance Procedure, these include:
· any complaints that are trivial or vexatious;
· complaints which should be addressed, from the outset, by the Disciplinary Procedure;
· complaints relating directly to, or regarding, promotion (these will be dealt with under the appropriate appeals mechanism).

Advice and guidance should be sought from Human Resources before dismissing a complaint for any of these reasons.

5.
Raising a grievance after you have left the University

If you have left the University but have an outstanding grievance, you can still raise a grievance by sending a written statement of your grievance to HR Services. This must be done within 3 months of you leaving employment. If it is not practicable to hold a grievance hearing then a “modified grievance procedure” will apply under which the grievance will be considered without a hearing and the University will provide a written response.  
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