Grievance Policy
Purpose and scope

The purpose of a grievance procedure is to enable employees to raise a work-related
problem, concern or complaint and to have the matter dealt with as quickly and fairly as
possible.

This procedure applies to all employees. It does not form part of your terms and conditions of
employment and the Company may depart from it depending on the circumstances of the
case.

Informally raising a grievance

Many work-place issues can be resolved quickly and easily by taking informal action. Ifit is not
appropriate to raise your grievance informally, or your grievance has not been resolved to
your satisfaction through informal action, you should use the formal grievance procedure.

Formally raising a grievance
Stage 1

You should put your grievance in writing, without unreasonable delay, and send it to [your
immediate manager/HR]. If your grievance involves your immediate manager then you should
send your grievance to [a more senior manager/HR].

[The appropriate manager/HR] will arrange a meeting with you to discuss your grievance,
normally within [5] working days of receiving your complaint. You will be given the opportunity
to explain your grievance and how you think it should be resolved. The manager hearing your
complaint will listen carefully to what you have to say and will discuss the matter thoroughly
with you. Your complaint may need to be investigated further and you will be advised if this is
the case. After your grievance has been fully investigated, you will be notified in writing of the
outcome and of any action to be taken to resolve your grievance. This response will normally
be given to you in writing, within [5] working days of the meeting. If it is anticipated that the
response will take longer you will be informed of this and of the expected timescale. You will
also be informed of your right to appeal if you are dissatisfied with the outcome.

Stage 2

If you are dissatisfied with the handling of your grievance at Stage 1, you can appeal in writing
to [a senior manager], sending a copy of your appeal letter to the HR department.

An appeal officer (where possible, a senior manager with no previous involvement in the case)
will be appointed to consider your appeal and, normally within [5] working days of receiving
your appeal, will arrange a meeting with you to discuss your appeal. The appeal officer will
listen carefully to what you have to say and will discuss the matter thoroughly with you. The
appeal officer may want to investigate your complaint further and you will be advised if this is
the case. After your appeal has been investigated, you will be advised, in writing of the
outcome. This response will normally be given to you in writing, within [5] working days of the
appeal meeting. If it is anticipated that the response will fake longer you will be informed of
this and of the expected timescale. You will have no further right of appeal.

During all stages of the formal grievance procedure you will be provided with copies of notes
as soon as they become available.

Right to be accompanied



You have a statutory right to be accompanied by a work colleague or a trade union
representative at formal grievance meetings, which concern a complaint about a duty that
we owe fo you. If you wish to be accompanied, please confirm your request to [HR] who will
confirm if it is reasonable and appropriate for your chosen companion to attend in the
circumstances.

[Ex-employee

If you wish to raise a grievance after you have left the Company please forward it in writing to
[the HR department]. The Company is not obliged to investigate or respond to your complaint
but we may decide to do so if it is deemed appropriate].

Resolving complaints through the employment tribunal

The Company hopes that effective use of this procedure will negate the need for employees
to seek external resolution for complaints by way of an employment fribunal claim.

However, the Company also respects that employees may wish to exercise this right and,
accordingly, employees are advised that a failure to follow this procedure beforehand could
result in a reduction in any compensation awarded of up to 25%.



In need of practical and commercial legal advice?¢ Contact

Clarkslegal LLP on 020 7539 8000 or contact@clarkslegal.com .C I G r k S I e g G |

We're a leading, full-service commercial law firm and we The Diverse Law Frm
make it our priority to deliver the best solutions for our clients.

Simply Business have teamed up with Clarkslegal LLP fo bring you a free, customisable legal
document. Simply Business are one of the UK's biggest small business insurance providers, insuring over
400,000 self-employed people and landlords. Because this is a template document, it hasn’'t been
drafted to meet your individual requirements and it doesn’t constitute legal advice from Clarkslegal
LLP to you. As well as filing in the obvious gaps (e.g. relevant names and dates), so that you can
personalise it for your own use, you might also want to make your own changes to it. Depending on
your particular circumstances, it might not contain everything that you need. If you do decide to
adapt it in any way, the changes you make are your sole responsibility. Whilst this document isn't
intended to replace the personalised, professional advice you canreceive from a solicitor, if you have
any questions about it and/or would like legal advice in relation to matters covered by this template
document, Clarkslegal LLP can of course help you. All you need to do is get in touch and Clarkslegall
LLP will talk you through your options on how to get the right legal advice and ensure the document
is fully tailored to fit your own requirements. As you'd expect with template materials and general
guidance from any similar source, Clarkslegal LLP don't accept responsibility for any action you might
take in relation to documentation provided on this website. (Clarkslegal LLP are also obliged to point
out that, to the fullest extent permitted by law and except in respect of death or personal injury arising
from our negligence, Clarkslegal LLP exclude liability for any claims, loss, demands or damages of any
kind whatsoever with respect to this document including, without limitation, direct, indirect, incidental
or consequential loss or damages, whether arising from loss of profits, loss of revenue, loss of data, loss
of use, loss of reputation, loss of goodwill or otherwise and whether or not the possibility of such loss
has been notified to us.)



http://www.clarkslegal.com/
https://www.simplybusiness.co.uk/insurance/

