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STUDENTS’ ASSOCIATION

STAFF GRIEVANCE PROCEDURE
The purpose of this procedure is to provide a formal mechanism for resolving disputes between colleagues as a last resort. The procedure should only be invoked after all other less formal dispute resolution strategies within the Association have been exhausted. Grievance should not be confused with discipline and typically relates to situations in which for one reason or another the working relations between two or more individuals has broken down. The Grievance Procedure provides a formal framework in which, with the help of the Panel, a workable solution to problems can be found. Anyone seeking advice about a possible grievance situation should seek help from a relevant member of staff or their trade union. The relevant member of staff for this procedure at present is the designated HR Manager.

Introduction

1. If any member of staff wishes to raise a grievance they should seek confidential advice from the relevant member of staff about how to use these procedures. These procedures will only be used after all informal means of settling a dispute have been considered. Usually an informal approach to solving a grievance would include referring the matter to an individual’s immediate manager or to the General Manager.  Detailed advice on how to resolve disputes in a less formal manner is available to heads of department and may be viewed by any member of staff via the University Human Resources Department’s home page on the University website.

2. A grievance may be brought either by a single individual or by a group of people.

3. If a grievance is related to a disciplinary case, the hearing of the grievance will be suspended until the disciplinary case has been resolved.

4. Written details of the grievance should be submitted to the General Manager including the names of the individuals against whom the grievance is being brought and the facts surrounding the case.

5. The General Manager, in consultation with any relevant staff (excluding any individual directly involved with the grievance), will decide whether;

· the case is vexatious and should be dismissed; or

· the case should proceed to a hearing; or

· the case includes matters which should more properly be referred to the disciplinary procedures, or some other appropriate procedure.

The General Manager will inform the complainant of the decision. This decision is final.

The Panel
6. If the case is to continue a Grievance Panel will be formed comprising;

· The General Manager;

· A member of the Students’ Association Board unconnected with the case.

No member of the panel will have had any previous involvement with the case; nor, insofar as is possible, should the members of the panel have any personal connection with either side in the case. When forming the panel account will be taken of any representations from either side regarding the membership of the panel. In cases where the membership of the panel cannot be filled as above, for whatever reason, it shall be possible to approach a second member of Board or another mutually agreed person to act as an alternative. 

Submissions To The Panel
7. The individual(s) against whom the grievance has been brought will be informed of the details of the case and all papers will be made available to them. Such individual(s) will be so informed at least ten working days before a hearing is due to be held.

8. The individual(s) against whom the grievance has been brought may submit details of their case for consideration by the Grievance Panel. This submission must be delivered not later than five working days before the hearing is to commence.

The Hearing
9. Both complainant(s) and respondent(s) appearing at the grievance hearing may be accompanied by a colleague, friend, family member or trade union representative. The panel must be informed of the name and address of any such individual at least five working days before the hearing is to commence.

10. The panel may vary the exact procedures of the hearing depending on the nature of the case so long as the following basic principles are observed;

· each party to the grievance will have an opportunity to state his/her case at the start of the hearing;

· usually the individual(s) bringing the grievance will make the first statement followed by those against whom the grievance is brought;

· each party may cite witnesses, the names of these individuals to have been submitted to the panel at least five working days in advance of the hearing commencing. Details of witnesses shall be made available to both parties;

· normally both sides will be present throughout the hearing. However, the panel may vary this so long as both sides have access to all the evidence heard by the panel;

· at the end of the hearing each party will be able to make concluding remarks.

11. The panel may question any parties to the grievance and any witnesses called. In addition the panel may seek additional information, including calling further witnesses, if this is deemed necessary on the basis of information raised at the hearing.

12. A grievance panel may only adjudicate on a grievance if a properly constituted hearing has taken place.

13. A grievance panel may adjourn the hearing at any time.

The Decision
14. The grievance panel must inform both parties, in writing, of its decision as soon as possible and no later than five working days from the conclusion of the hearing.

15. The panel may either; 

· uphold the case brought by the complainant  or
·  reject the case.

In either instance the panel may make recommendations for resolving difficulties identified during the hearing. If the panel upholds the case brought by the complainant it will seek to offer constructive solutions to any problems, the implementation of which it may review for a period. Heads of Department will be expected to make every effort to implement these. If the ruling of the panel in cases relating to the behaviour between members of staff is not adhered to by those involved this could result in the matter being referred to the Disciplinary Procedure.

16. There is no appeal.

17. This procedure will be reviewed after it has been in effect for two years, or sooner at the discretion of the General Manager.
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