
 

 

 

 

Grievance Policy 

This procedure is to help and encourage all employees to have the opportunity to 

proactively resolve an action, practice, or behaviour by another employee, employees, or 

the University, which they believe affects them and their employment at the University. 

The aim is to ensure consistent and fair treatment for all, without prejudice to an 

employee’s employment and without unreasonable delay. This procedure applies to all 

employees regardless of length of service. 

Principles 

The intention of this policy is to provide a systematic process from which an employee 

can see how a grievance would be handled, if required. Ideally, any potential areas of 

concern for an employee can be dealt more quickly and effectively for all parties, 

informally with the line manager and/or relevant party. If a grievance cannot be resolved 

informally, an employee may wish to use the formal procedure. 

When discussing the problem all parties should ensure that they remain respectful of 

each other, using factual information and examples where possible, to help ensure the 

process remains constructive. Human Resources are able to assist and/or coach people 

with difficult conversations if requested; alternatively help is available through the Human 

Resources Learning and Development resources or alternatively staff can contact our 

Employee Assistance Provider, Lifeworks.  For password and user ID details please 

contact the HR Department. 

If the complaint or grievance relates to the employee’s line manager, they should raise 

the grievance at the next level of management or with the Human Resources 

Department. 

This grievance procedure should not be used to complain about dismissal or disciplinary 

action. If an employee is dissatisfied with any disciplinary action, they should submit an 

appeal under the Disciplinary Policy and Procedure. 

If an employee has difficulty at any stage of the grievance procedure because of a 

disability, or because English is not their first language, they should discuss the situation 

with Human Resources as soon as possible. 

Written grievances will be placed on an employee’s personnel file along with a record of 

http://training.bathspa.ac.uk/personalmanagement/pmresources.html
https://www.lifeworks.com./
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any decisions taken and any notes or other documents compiled during the grievance 

process. 

During the operation of the Grievance procedure the status quo will remain (i.e. the 

procedures, policies, working practices and management arrangements which applied 

immediately prior to the formal use of the grievance procedure) until the University’s 

procedure is exhausted. 

This policy and procedure may be subject to alteration to reflect future changes in 

legislation or by Trade Union negotiation. 

Bullying and harassment 

If the grievance is linked to a bullying and harassment complaint, initially an employee 

may wish to refer to the Harassment policy in conjunction with the Grievance Policy. 

Disclosure policy 

Please note that the University operates a separate Disclosure Policy to enable 

employees to report illegal activities, wrongdoing or malpractice within the organisation. 

However, where the employee is directly affected by the matter in question, or where the 

employee feels they have been victimised for an act of “whistleblowing”, they may raise 

the matter under this grievance procedure. 

Collective grievances 

The purpose of this section of the grievance policy is to clarify the procedure by which a 

trade union representative or other appropriate employee representative may raise a 

grievance on behalf of a group of employees, whilst encouraging employees to use 

informal discussions to resolve problems in the first instance. 

If more than two employees have identical grievances and wish them to be addressed in 

the same grievance process, a request to the Director of Human Resources can be 

made to consider a collective grievance within the same procedure. The Director of 

Human Resources may, on behalf of the University, in its absolute discretion hear 

grievances collectively within the same process. 

Subject to the agreement by the Director of Human Resources to hear the grievance as 

a collective grievance, Employees wishing to pursue a collective grievance should 

nominate individuals to represent their interests throughout the process. These 

https://www.bathspa.ac.uk/about-us/governance/policies/harassment-policy/
https://sulis.bathspa.ac.uk/pages/viewpage.action?pageId=8396417
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individuals will be referred to as ‘nominated representatives’ and may or may not be 

Trade Union representatives. Nominated individuals will be responsible for representing 

the interests of all employees in the collective grievance, including presenting the case at 

any meetings. 

The procedural framework for collective grievances will reflect those for individual 

grievances. In this way if any individual grievance becomes a collective grievance it will 

not be necessary to revert to the beginning of the grievance procedure. 

For the avoidance of doubt, issues that are the subject of BSU collective negotiation or 

consultation with the recognised Trade Union will not be considered under the grievance 

procedure. 

If employees raise a collective grievance while they are all subject to the same or 

substantially similar disciplinary proceedings, the University may, if appropriate and 

depending on the nature of the grievance(s) raised, temporarily suspend the disciplinary 

proceedings pending the outcome of the collective grievance. The University may also 

follow both the disciplinary and grievance processes concurrently. 

Procedure 

Dealing with grievances informally: 

Wherever possible, if an employee has a grievance or complaint to do with their 

employment, or the colleague(s) they work with, they should start by talking it over with 

their line manager, or appropriate University representative. Through raising the matter 

informally, a resolution is more likely to be addressed quickly and effectively. 

If the grievance or complaint is related to another employee, the line manager may be 

able to assist in how this might be resolved, providing an independent third perspective. 

The line manager should deal with these cases sensitively and should generally start by 

talking privately to the individual about the concerns of fellow employee(s). This may 

resolve the grievance. Attention needs to be taken that any discussion with someone 

being complained about does not turn into a meeting at which they would be entitled to 

be accompanied. Alternatively, and if appropriate the line manager might suggest 

mediation which may help resolve the issue. 

The definition of line manager, for the purposes of this procedure is the person with 

whom the employee has their appraisal/Staff Development Review. However, the 
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grievance may be dealt with by a more senior manager, if appropriate. 

If the grievance is not resolved at an informal level, the employee may wish to progress to 

the formal stages of the procedure, by stating their grievance in writing to their line 

manager. Where the grievance is against the line manager and the employee feels 

unable to approach them, they should talk to another manager, preferably their next line 

manager, or alternatively a member of Human Resources. If the grievance is sent to 

Human Resources they will acknowledge receipt of the grievance and appoint a suitable 

manager to hear the grievance. 

Cases where mediation may help 

An independent third party, or mediator, can sometimes help resolve grievance 

issues. Mediation is a voluntary process where the mediator helps two or more 

people in dispute to attempt to reach an agreement. Any agreement comes from 

those in dispute, not from the mediator. The mediator is not there to judge, to say one 

person is right and the other wrong, or to tell those involved in the mediation what 

they should do. The mediator is in charge of the process of seeking to resolve the 

problem but not the outcome. 

Mediators may be employees trained in mediation, who act as internal mediators in 

addition to their day jobs. Or they may be from an external mediation provider. They 

can work individually, or in pairs as co-mediators. There are no hard-and-fast rules for 

when mediation is appropriate but below are examples of when it could be used: 

 For conflict involving colleagues of a similar job or grade, or between a line 
manager and their staff 

 At any stage in the conflict, to build relationships after a formal dispute has been 
resolved 

 To address a range of issues, including relationship breakdown, personality 
clashes, communication problems, bullying and harassment 

Cases unsuitable for mediation 

Examples of when mediation may not be suitable include: 

 Used as a first resort - because people should be encouraged to speak to each 
other and talk to their line manager before they seek a solution via mediation 

 It is used by a manager to avoid their managerial responsibilities 
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 A decision about right or wrong is needed, for example where there is possible 
criminal activity 

 The individual bringing a discrimination or harassment case wants it 
investigated 

 The parties do not have the power to settle the issue 

 One side is completely intransigent and using mediation will only raise 
unrealistic expectations of a positive outcome 

Formal Grievance 

If the matter is serious and/or the employee wishes to raise the matter formally they 

should set out the grievance in writing to their line manager, indicating that it is a 

formal grievance. The written grievance should contain a brief description of the 

nature of the complaint, including any relevant facts, dates, and names of individuals 

involved. In some situations the line manager may need to ask the employee to 

provide further information. 

In some cases it may be necessary for the University to carry out an investigation into 

the grievance. The amount of any investigation required will depend on the nature of 

the allegations and will vary from case to case. It may involve interviewing and taking 

statements from the employee and any witnesses, and/or reviewing relevant 

documents. 

The employee must co-operate fully and promptly in any investigation. This may 

include informing the University of the names of any relevant witnesses, disclosing 

any relevant documents to the University and attending investigative interviews if 

required. 

At each stage of the grievance process the employee will be invited by the Chair to 

discuss the issue, normally within 5 working days. If it is not possible to respond 

within this time period, the employee will be given an explanation for the delay and 

told when a response can be expected. If the employee wishes to bring a 

representative or provide additional evidence at the meeting the employee should 

submit this to Human Resources as soon as reasonably practicable, before the 

meeting. The employee and their companion, if applicable, should make every effort 

to attend grievance meetings. If the employee or their companion cannot attend at the 

time specified, the employee should inform Human Resources immediately and the 

University will try, within reason, to agree an alternative time. 



Grievance Policy 

 

Page 6 of 8 

 

During any of the formal meetings, the Chair hearing the grievance will detail the 

status of the meeting and the employee will have an opportunity to present their case. 

If previously agreed, witnesses may be called to provide evidence. Where more than 

one employee is involved, the manager will hear both parties, will have the 

opportunity to ask questions, and investigate further, if required. Both sides will have 

the opportunity to sum up their position. The person raising the grievance will be the 

last to summarise their perspective before the manager makes their decision. 

A record will be kept of the grievance hearing and a copy will be given to the 

employee upon request. 

If at any stage, the grievance remains unresolved it can be reviewed by the Director 

of Human Resources, the Vice Chancellor and the Trade Union to determine whether 

the matter can usefully continue within the grievance procedure or whether more 

appropriate action can be recommended. 

At Human Resources’ discretion, where a grievance procedure instigated, may be 

linked to a disciplinary or other procedure, the two procedures may be more 

effectively resolved through their merger. In these circumstances, the decision would 

be heard by a panel, the employee’s rights will not be affected and this will be 

confirmed to the relevant parties prior to the meeting taking place. Human Resources 

must be satisfied that combining the two processes would not cause bias or prejudice 

to the individual. 

If a grievance is raised by an ex-employee, the University may at its discretion chose 

to investigate and respond to the employee. 

Grievance meeting (first stage) 

The purpose of a grievance meeting is to enable the employee to explain their 

grievance, how the employee thinks it should be resolved, and to assist the University 

to reach a decision based on the available evidence and the representations the 

employee has made. 

After an initial grievance meeting the University, at its discretion, may carry out further 

investigations and hold further grievance meetings under this stage as it considers 

appropriate until a decision can be made. Such meetings will be arranged without 

unreasonable delay. 

After the meeting the relevant manager will give a decision in writing, normally within 
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5 working days. If it is not possible to respond within this time period, the employee 

will be given an explanation for the delay and told when a response can be expected. 

First appeal (second stage) 

If the employee is unhappy with the decision, they may appeal by writing to Human 

Resources, stating their full grounds of appeal. This must be within 5 working days of 

receiving the first stage decision. The appeal meeting would be Chaired by a senior 

line manager, or alternatively, if appropriate a line manager of equivalent hierarchy, 

from a different School/Department. After the meeting the manager will give a 

decision in writing as soon as reasonably practicable. 

Final appeal (third stage) 

If the employee is still unhappy with the decision, they may make a final appeal by 

writing to Human Resources, stating their full grounds of appeal. This must be within 

5 working days on receiving the second stage appeal decision. The appeal meeting, 

is Chaired by the Vice Chancellor and this is the final right of appeal through the 

University. After the meeting the Vice Chancellor will give a decision in writing, 

normally within 5 days. If it is not possible to respond within this time period, the 

employee will be given an explanation for the delay and told when a response can be 

expected. 

If however, the Vice Chancellor considers that the grievance raised affects University 

Policy, a grievance hearing must be held by a subcommittee of the Board of 

Governors, which will be arranged by the Clerk to the Board of Governors. The Board 

of Governors decision, in this circumstance is the final right of appeal through the 

University. 

If any grievance is brought against the Vice Chancellor and/or Senior Post Holders 

(appointees of the Board of Governors), a panel of the Board of Governors will hear 

the grievance.
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