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	[bookmark: _GoBack]Purpose

	
	Family Care Fostering Ltd recognises that from time to time employees may have a grievance relating to their employment/work status.  In this respect, the Company’s policy is to encourage open communication between employees and their managers to ensure that questions and problems arising during the course of employment can be aired and where possible, resolved quickly and to the satisfaction of all concerned.  To this end, the following procedure should be adopted where an employee has a grievance arising from their employment, except where the matter constitutes an appeal against a disciplinary decision which should be taken up in accordance with the Company’s separate disciplinary appeals procedure or ‘Poor Performance - Deregistration of Foster Carers’, which ever is appropriate.
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	Scope

	
	The Grievance Procedure applies to all employees of Family Care Fostering Ltd including those designated as sessional, temporary, volunteers, work experience, student placements and on contract.
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	References

	
	· Employment Rights Act 1996
· Employment Relations Act 1999
· Employment Act 2002
· Data Protection Act 1998
· ACAS Code of Practice on Disciplinary and Grievance Procedures
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	Definitions

	
	A grievance can be raised in respect of an employee’s work, working conditions or relationships with colleagues, which an employee wishes to talk about with management.
N.B. Any letter communicating a complaint or grievance even if it does not specifically state it is a ‘grievance’ must be treated as though it is.  Clarification in writing should be sought from the employee whether they wish to embark on the grievance procedure.
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	Action

	
	
	
	
	Person Responsible

	
	
	Step 1 – Statement of Grievance
	
	

	
	5.1 
	Where an employee has a grievance arising from employment s/he should initially raise the matter in writing with their immediate Line Manager if initial attempts to resolve the grievance informally have failed.  The ‘Statement of Grievance’ should clearly state the facts i.e.
· What happened
· When it happened
· Where it happened
· Who was involved
· Who else was present
If there is more than one event, please list them in chronological order.  The employee should explain the nature of the complaint and explain why they are unhappy/the grounds for their grievance.  The employee should explain how they think the matter can be resolved i.e. a proposed remedy.  They should sign and date the letter/statement of grievance.
	
	Employee


	
	
	Step 2 – Meeting
	
	

	
	5.2 
	The Line Manager should then invite the employee to attend a formal meeting to discuss the grievance.  The meeting must not take place unless the employee has informed the Line Manager what the basis for the grievance was when s/he made the statement under paragraph 5.1 and the employer has had a reasonable opportunity to consider his response to that information.  The employee may have a statutory right to be accompanied, depending on the nature of the grievance by a colleague or Trade Union Representative.[endnoteRef:1] [1:  The statutory right to accompaniment applies only to grievance meetings that concern the performance of a “duty by an employer in relation to a worker”.  This means a legal duty arising from statute or common law.  (See section 13/5 of the Employment Relations Act 1999.)


This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the senior manager who has authorised release of this document – see control box, front sheet.
] 

	
	Employee and LM


	
	5.3 
	The employee must take all reasonable steps to attend the meeting.
	
	Employee

	
	5.4 
	After due consideration, the Line Manager will give a decision in writing, if possible within five working days of the grievance meeting.  The employee must be informed of the right to appeal against the decision if s/he is not satisfied with it.
	
	LM

	
	5.5 
	A record of the meeting must be kept and should include:
· The nature of the grievance
· What was decided and actions taken
· The reason for the actions
· Whether an appeal was lodged
	
	

	
	
	Step 3 – Appeal
	
	

	
	5.6 
	If the matter is not resolved, the employee may raise the matter with a more Senior Manager, such as the Registered Manager, the Head of Family Placement  Services or the Group Business Manager who will obtain the Line Manager’s record of the grievance, will record any additional information and will hear the grievance within five working days and inform the employee of the statutory right to be accompanied if appropriate.
	
	RM
HFPS 
GBM
Employee


	
	5.7 
	The employee must take all reasonable steps to attend the meeting.
	
	Employee 


	
	5.8 
	A decision will be given in writing, if possible, within five working days of the Appeal meeting.
	
	

	
	5.9 
	A record of the appeal meeting must be kept and should include:
· The nature of the grievance appeal
· The outcome of the appeal
· Any subsequent developments
	
	

	
	5.10 
	If the matter is still not resolved and the employee still remains dissatisfied, s/he may raise the grievance in writing with the Chief Executive Officer or their delegate.  The employee will be invited to present their case at a final appeal meeting and where appropriate should be allowed to be accompanied.  The Chief Executive Officer or delegate will obtain any records and will give further consideration to the problem.  A decision will be given in writing, if possible within 10 days of the matter being referred to this stage of the procedure.  This decision will be final.
	
	CEO or Delegate


	
	
	NOTES
	
	

	
	5.11 
	Should the employee’s grievance concern his or her immediate Line Manager the grievance should be raised in writing directly with the Line Manager’s Line Manager or the next senior person.
	
	Employee
Managers


	
	5.12 
	Where complaints are considered too personal or the ‘complainant’ feels unable to discuss the matter with their immediate Line Manager, they should talk directly to the next Manager in the hierarchy.  Where necessary they may approach the Group Operations Manager/Group Business Manager directly.
	
	

	
	5.13 
	Copies of all correspondence should be sent to Human Resources marked ‘Private and Confidential’.
	
	

	
	5.14 
	It is imperative that any grievance is dealt with promptly and a fair resolution sought.  The grievance should be dealt with within the agreed deadlines as set out in the procedure.
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	Documentation

	
	
	None
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