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CANNOCK CHASE COUNCIL 

COUNCIL 
18TH APRIL 2007 

REPORT OF THE CHIEF EXECUTIVE 
REVIEW OF THE COUNCIL’S GRIEVANCE POLICY 

 
1. Purpose of Report

1.1 To provide Council with a revised grievance policy for consideration.  The policy has been 
reviewed to ensure that it continues to comply with current legislation, to meet organisational 
needs and takes account of the implementation of the Employment Act 2002 (Dispute 
Resolution) Regulations 2004. 

2. Recommendations 

2.1 That Council notes the content of the revised Grievance Policy and changes to the Human 
Resources Guidelines. 

2.2 That Council adopts the revised Grievance Policy and Human Resources Guidelines.  

2.3 That Council notes that the revised Grievance Policy requires the Appeals and Complaints 
Panel terms of reference and the Scheme of Delegation to be amended. 

2.4 That Council duly authorises the Chief Executive (or anyone so authorised by him) to make 
all necessary amendments to the Appeals and Complaints Panel terms of reference and 
Scheme of Delegation so as to promptly give effect to the revised Grievance Policy. 

 

3. Key Issues 

3.1 The Employment Act 2002 (Dispute Resolution) Regulations 2004 requires all employers to 
follow at least three distinct stages when seeking to resolve disputes in the workplace.  This 
legislation has been implemented since the grievance policy was last reviewed in 1999.  The 
policy has been reviewed in order to ensure that it complies with the requirements set out in 
both the regulations and the revised ACAS Code of Practice on Disciplinary and Grievance 
Procedures.  The disciplinary procedure will also be reviewed and submitted to Council for 
consideration shortly. 

 
3.2 The grievance policy has also been reviewed with a view to ensuring that employee grievances 

can be resolved at the most appropriate managerial level within the organisation.  Therefore, 
the draft policy sets out specific levels of manager within the organisation to deal with specific 
stages within the procedure.  It also sets out routes for dealing with grievances arising in 
special circumstances – for example where the grievance is against a very senior manager.  
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3.3 It should also be noted that the revised policy puts the final appeal stage in the hands of the 
Chief Executive without further recourse to elected Members.  This represents a significant 
change from the current approach and requires that the Human Resource Guidelines and 
Appeals and Complaints Panel terms of reference be amended accordingly. 

 
3.4 A draft of the policy was circulated for consultation to the Directors Management Team, 

Managers and Trade Unions and feedback duly received.  Where possible feedback arising 
from the consultation process has been integrated into the revised policy. 



  ENCLOSURE 10.3 
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Section 1 

Background 

The Council’s grievance policy has been in place since August 1999.  Since this date there has been a 
significant piece of legislation implemented which impacts on the format and processes described 
within the grievance procedure.  The Employment Act 2002 (Dispute Resolution) Regulations 2004 set 
out statutory procedures for the handling of grievances both for current employees and for personnel 
who have ceased employment. 
 
As a consequence of it’s business plan for 2006-07 the Organisational Development Division had an 
objective to review and update a number of key policies in order to ensure that they continue to comply 
with current legislative requirements and one of these is the Grievance Policy.  In addition the trade 
unions have requested that the policy  be reviewed following experience of using the existing policy and 
of using other related formal procedures. 
 
The policy has been updated to take account of the statutory procedures and to reflect the ACAS Code 
of Practice on Disciplinary and Grievance Procedures.  A copy of the revised policy is found in Annex 1. 

 
Section 2 

Details of Matters to be Considered i.e. Options Considered, Outcome of Consultations etc.  

Objectives of the Policy 
A key objective of reviewing the policy is to ensure that it is consistent with the ACAS Code of Practice 
and the statutory procedures that must be used in resolving disputes.  To this end the revised policy 
contains the minimum key elements that are required namely: 
 

• The employee must submit their grievance in writing 
• The employer must hold a meeting with the employee and give a written outcome 
• The employee must have a right of appeal against the outcome 

 
In a large organisation additional levels of meetings with more senior managers may be included 
leading up to the final appeal.  This is the approach taken in the proposed policy although the number 
of steps has been reduced slightly to simplify the procedure (compared to the current policy).  A copy of 
the current policy is attached as annex 2 for information. 

 
The revised policy encourages employees, as far as possible, to take responsibility for trying to resolve 
differences and problems informally by discussion and conversation with their own manager or a more 
senior manager where appropriate. 
 
The policy explains that the grievance procedure may not be used in circumstances where other formal 
routes apply – for example where a person has been subject to disciplinary procedures, matters related 
to pay and grading and redundancy. 
 
The revised policy also aims to set out more clearly the route for grievances occurring in particular 
circumstances – for example where a grievance relates to the actions of a Head of Service or a 
Director. 
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The revised policy places the final appeal stage in the hands of the Chief Executive, or his nominee 
where necessary, and required by the particular circumstances, without further recourse to elected 
Members.  This change from the current approach will need to be reflected by an amendment to the 
Constitution – Terms of Reference Section 6I “Appeals and Complaints Panel Terms of Reference’ and 
Annex 1’.  
 
It is recommended, therefore, that section 6I of Annex 1 of the Appeals and Complaints terms of 
reference be amended by the deletion of paragraph 1.(i) of  Annex 1. 
 
In order to ensure that managers have the appropriate expertise and knowledge to deal with grievances 
appropriately it is expected that, as part of the implementation of this policy and longer term 
management development programme, there will be a need for training on the procedures contained 
within the policy and additional skills training regarding the resolution of disputes.   
 
Consultation 
The revised policy has been circulated to Directors Management Team, Heads of Service, Service 
Managers and the Trade unions for consultation purposes. 
 
Where possible the feedback received as a result of the consultation has been integrated into the 
revised policy.  In particular the feedback received from the Trade Unions was as follows: 
 
• UCATT expressed concern over the amount of time that it takes, within the proposed policy, to 

resolve a formal grievance and requested that this timescale be reduced.  Whilst there are no 
specific statutory timescales within the legislation or the ACAS Code of Practice for the resolution of 
disputes it is good practice to deal with them as quickly as possible.  This must, however, be 
balanced against the need to address the grievance fully, which may require investigation, and the 
practicalities of managerial, employee and trade union availability for meetings.  To this end the 
timescales stipulated within the current policy have been broadly retained but with an emphasis that 
managers should seek to deal with grievances as quickly as possible but at least within the 
timescales specified.  It is felt that this is a reasonable compromise in light of the union’s 
comments. 

 
• UCATT also requested the removal of the ‘informal’ stage within the policy but, in accordance with 

the ACAS Code of Practice, it is considered good practice to encourage employees to resolve most 
grievances informally with their line manager to allow for problems to be resolved quickly and 
encourage good working relationships.  This does not preclude any individual from invoking the 
formal procedure subsequently.  In view of this the policy has been written specifically to encourage 
employees to take personal responsibility for trying to resolve matters informally first before 
resorting to the formal procedure.  Therefore, this request has not been incorporated.  

 
• Unison questioned the removal of the right of appeal to Members.  The policy has been written to 

ensure that the final appeal is to the Chief Executive and that the decision of the Chief Executive is 
final.  The rationale for this is that grievances relate to the operational day-to-day activities of the 
organisation over which the Chief Executive, as the Council’s Head of Paid Service, has 
jurisdiction.   

 
• Unison also observed that there would be occasions where the appellant in a grievance is too upset 

to conduct their own case and requests that this be done on their behalf by a trade union 
representative or companion.  The role of a companion at a grievance hearing is specified in The 
Employment Relations Act 1999. The companion “is to be permitted to address the hearing but not 
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to answer questions on behalf of the worker”.   The revised policy adheres to the role of the 
companion as specified in the 1999 Act.  The rationale for this is that an employee should take 
personal responsibility for seeing through the course of events that they have set in motion – whilst 
receiving the support from a companion that they are entitled to.  However, in light of Unison’s 
comments the revised policy has been adapted somewhat to permit a companion to take a more 
active role in the grievance meeting in special circumstances such as where the appellant is 
disadvantaged due to a disability or where their first language is not English. 

 
• No feedback was received from the GMB 
 
 
A copy of the feedback from UCATT is found in Annex 3 and from Unison in Annex 4. 
 
To fully implement the changes as proposed in the revised policy (see Annex 1) it will be necessary for 
the Council’s Human Resource Guidelines to be amended as follows: 
 
“APPEALS 
2.13 The Council’s Appeals and Complaints Panel will hear employee appeals relating to pay, 
grading, grievance, disciplinary competence and other related decisions, made by either the Cabinet, 
Standards Committee, the Chief Executive or an officer nominated by the Chief Executive, in respect of 
all employees of the Council, with the exception of the Head of Paid Service, the Section 151 Officer 
and the Monitoring Officer whose appeal procedures should be in accordance with their conditions of 
service.  Appeals in respect of grievances will be heard by the Chief Executive. 
 
CHIEF EXECUTIVE 
4.2 Authority to consider grievances originated by Directors, in accordance with the Council’s 
agreed policies and procedures.  Authority to hear appeals raised by employees of the Council in 
respect of grievances.” 

Section 3 

Contribution to CHASE 

The proposed policy does not contribute directly to the CHASE objectives but is intended to improve 
employee’s experience of working for Cannock Chase Council by providing a legally compliant 
mechanism for resolving disputes in the work place.   
 

Section 4 

Section 17 (Crime Prevention) Implications 

There are no specific crime prevention implications 
 

Section 5 

Human Rights Act Implications 

.   
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Section 6 

Data Protection Act Implications 

Any information received, as part of the grievance process will be treated as confidential.  Copies of all 
associated documentation will be held on a persons personnel file.   

Section 7 

Risk Management Implications 

The policy aims to reduce the risk of disruption to the organisation from employment related disputes by 
providing a sound, fair and equitable mechanism for the resolution of such disputes. 

Section 8 

Legal Implications 

The policy has been reviewed for compliance with the Employment Act 2002 (Dispute Resolution) 
Regulations 2004 (‘the 2004 Regulations’). The legal implications are set out throughout this Report.  
 
Any review or appeal heard must be conducted fairly and impartially, having regard to all relevant 
issues and factors.   
 
Failure to adhere to the 2004 Regulations or consider reviews or appeals fairly and impartially could 
result in recourse to an employment tribunal.  
 
In view of the changes introduced by the policy, the Appeal and Complaints Panel terms of reference 
and Scheme of Delegation must be amended to give effect to the responsibilities, duties, powers and 
obligations imposed. Likewise, Council must adopt the revised Human Resources Guidelines in order 
for them to take effect. 
 

Section 9 

Financial Implications  

There are no direct financial implications arising from this report. 
  
Any associated training on the procedures contained within the policy and additional skills training 
regarding the resolution of disputes will need to be met from with existing budgets 

Section 10 

Human Resource Implications 

The Human Resource implications are explicit within the main body of this report. 
 
 

Section 11 
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Conclusions 

That Members approve the revised policy to ensure that the organisation complies fully with the 
requirements of the ACAS code of practice and the Employment Act 2002 (Dispute Resolution) 
Regulations 2004. 

Section 12 

List of Background Papers 

Annexes to the Report 

Annex 1 – Revised Grievance Policy 
Annex 2 – Current Grievance Policy 
Annex 3 - Feedback received from UCATT 
Annex 4 – Feedback received from Unison 
 



Annex 1 
Policy Title: Grievance 

 
Date Issued:  

 
Revision No: January 2007 

 

 
 

Legislative Framework 
1. Employment Act 2002 (Dispute Resolution) Regulations 2004 sets out the 

minimum requirements for employers to have a procedure for the resolution of 

disputes such as grievances and disciplinary matters. 

 

2. Employment Relations Act 1999 –sets out the role of a companion in 

grievance meetings. 

 
3. Employment Relations Act 2004 requires organisations to operate a minimum 

statutory grievance procedure. 

 

4. ACAS Code of Practice  - Disciplinary and Grievance Procedures  whilst 

not, in themselves, a legislative requirement these procedures outline good 

practice in dealing with disciplinary and grievance matters in the work place. 

 

Policy Statement 
The Council recognises that from time to time employees may feel dissatisfied with 

some aspect of their employment and seek the opportunity to have that grievance 

discussed and addressed.  Grievances may relate, for example, to relationships 

with managers and colleagues, differences of opinion, dissatisfaction with working 

conditions and so on (although this is by no means an exhaustive list).   

 

This policy is designed to encourage free and open communication between 

employees and their supervisors or managers to ensure that concerns, questions 

and problems arising during the course of employment can be aired and, where 

possible, resolved quickly and to the satisfaction of all concerned.   It is intended 

that issues should be resolved informally wherever possible as a formal grievance 

can lead to a difficult and unhappy working environment for all concerned.  
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It is also recognised that there will be a small number of issues which are not 

resolved through informal means and, consequently, this policy document aims to 

provide a clear and unambiguous formal route to enable employees to pursue 

matters further if necessary, as is their statutory right.  

 

Note: This policy may not be used to address matters relating to pensions, 

threatened or actual dismissal, penalties or sanctions imposed as a result of 

capability, disciplinary actions or other ‘formal’ procedures, as these matters have 

their own processes for dealing with outcomes with which employees are 

dissatisfied.  In addition this policy may not be used to address dissatisfaction with 

the pay or grading issues, as these matters will be dealt with under the terms set 

out in the Pay Policy.   

 

No employee will suffer any form of victimisation arising from the raising of a 

grievance either from managers or from work colleagues.  Any such victimisation, 

should it arise,  will be deemed a disciplinary matter. 

 

Guidance on How to Apply the Policy 
Eligibility 
This policy will apply to all employees and casual workers within Cannock Chase 

Council with the exception of the Chief Executive and Officers appointed under the 

Joint National Council for Chief Officers of Local Authorities, for whom separate 

procedures apply.  

 

Provisions 
1. Informal Resolutions 

It is recognised that there will be occasions during working life when employees 

become dissatisfied with aspects of their employment.  It is expected that when 

such situations arise employees must take responsibility for attempting to 

resolve that issue for themselves, informally, by raising the matter with their 

manager.  This may be through the mechanism of the personal development 

review, requesting a specific meeting with their manager to discuss the issue 

informally or through day-to-day interactions between employees and their 

managers.  Employees should be able to resolve the majority of workplace 

issues in this manner without recourse to invoking the formal procedure. 
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Where a person has an issue or complaint relating specifically to their line 

manager it is acknowledged that raising the matter with that manager may be 

difficult – particularly if the complaint is in relation to matters of bullying or 

sexual harassment, for example.  In these circumstances employees may seek 

to speak, informally, to a more senior manager in the first instance to attempt to 

resolve the issue.  (See also the Harassment Policy for further information on 

this particular subject – as it may be more appropriate to deal with matters of 

bullying under this policy) 

 

2. Formal Procedure 
Where an employee has attempted to resolve their complaint or issue informally 

with their manager but remains dissatisfied they have the right to invoke the 

formal grievance procedure, which is explained below: 

 

Stage 1 

• The employee must put their complaint in writing stating the reason for their 

dissatisfaction and detailing any other relevant information or evidence 

needed to put their complaint into context or to make clear the nature of 

their complaint.  The employee should also outline what outcome they are 

seeking as a resolution to the complaint.  Should, for any reason, the 

employee have difficulty in expressing themselves in writing (for example by 

virtue of a disability, difficulties with reading and writing, or because their first 

language is not English) they may ask their trade union representative or a 

colleague for assistance in preparing the complaint – or speak to 

Organisational Development for further advice and assistance regarding 

alternative formats for the complaint. 

 

• The complaint should be accompanied by a form GPF1 – see  

appendix 1. 

 

• The complaint and the accompanying GPF1 form should be forwarded 
to the employee’s Service Manager with a copy to Organisational 
Development (for information). 
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• A senior* member of the Organisational Development Division will be 

assigned to the grievance to provide any necessary advice or guidance to 

the manager concerned and to ensure that timescales are adhered to.  

 

(* senior members of the Organisational Development Division will, for the 

purposes of this policy, be defined as those holding the Chartered Institute 

of Personnel and Development professional qualification) 

 

• As soon as possible, but  certainly within a maximum of 10 working days, of 

receipt of the complaint and GPF1 form, the manager must meet with the 

individual employee to formally discuss the grievance.  If, for legitimate 

reasons, (e.g. the employee is unable to arrange representation for the 

specified date or a key person is on annual leave) it is difficult to arrange a 

meeting within the 10 working days specified the manager must negotiate 

and agree an alternative timescale with the employee – but the meeting 

must take place within a reasonable period of time (i.e. as soon as is 

practicable).  Unjustifiable delay could be viewed as a failure to adequately 

deal with an individual’s grievance.  

 

• The employee is entitled to be accompanied to the meeting either by a 

Trade Union representative or a colleague.  

 

• The manager dealing with the grievance must write to the employee to invite 

them to the meeting and must inform the employee of their right to be 

accompanied.  A template invitation letter is attached at Appendix 2.  A copy 

of the letter should be forwarded to Organisational Development for the 

personnel file. 

 

• Within no more than 5 working days of the meeting the manager must issue 

a written response to the employee outlining their findings regarding the 

grievance, any proposed action arising from the grievance and enclose any 

notes taken at the meeting, which the employee will be asked to review to 

ensure that they represent an accurate record of what was discussed.  

Where it is not possible to respond within this timescale the manager must 

agree a mutually acceptable timescale for a response with the employee.  
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The letter must also inform the employee of the next stage that they can 

take if they remain dissatisfied with the outcome.  A copy of the letter must 

be forwarded to Organisational Development for the file.  A template 

response letter is attached at Appendix 3. 

 

Stage 2 
Where the employee remains dissatisfied with the outcome of the grievance 

heard at stage 1 they can request for their grievance to be referred to a more 

senior manager for further consideration.  This must be done as soon as 

possible but at least within 5 working days of receipt of the letter detailing the 

outcome from stage 1.   A ‘senior manager’ for the purposes of stage 2 of this 

procedure will be a Head of Service or above.   

 

Note:  Stage 2 is intended to deal specifically with the findings from the first 

stage and any issues that remain unresolved having been raised at that first 

stage.  It will not be permissible to introduce new matters or complaints at this 

2nd stage.  Any new matters must be treated as new grievances and must be 

submitted as such. 

 

• The employee should prepare a written statement explaining the reasons 

why they remain dissatisfied with the findings from Stage 1.  A GPF2 form 

(see appendix 4) should also be completed and both documents should be 

forwarded to Organisational Development.  The form contains some 

guidance on things that an employee may wish to consider when preparing 

the statement. 

 

• A senior member of the Organisational Development Division will arrange a 

meeting for the employee with the appropriate senior manager and this will 

normally take place as soon as possible but at least within 10 working days 

of receipt of the GPF2 form and accompanying statement.  An alternative 

timescale will be negotiated if necessary (see guidance under stage 1).  

Organisational Development will inform the  employee, in writing, of the date 

and time of the meeting.  See appendix 2. 
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• Copies of all correspondence relating to the grievance so far will be collated 

by Organisational Development and forwarded to the senior manager 

handling stage 2 of the grievance -  for necessary background information. 

 

• The senior manager will meet with the employee to discuss the reasons why 

they remain dissatisfied with the outcome of their stage 1 grievance 

meeting.  As with stage 1 the employee is entitled to be accompanied by a 

Trade Union representative or colleague. 

 

• Following the meeting the senior manager will write to the employee 

detailing their findings and including notes of the meeting (see model letter 

in Appendix 6).  The employee will be asked to confirm that the notes of the 

meeting are an accurate reflection of the matters discussed.  The letter will 

be issued as soon as possible but at least within 5 working days of the 

meeting unless an alternative timescale is agreed with the employee.  A 

copy of the letter will be forwarded to Organisational Development for the 

file. 

 

Appeal 
It is hoped that, in the majority of cases, the Stage 2 meeting would 

satisfactorily resolve the grievance.  However, should the employee remain 

dissatisfied with the outcome the employee has a further right of appeal within 

the provisions of this policy. 

 

The last and final right of appeal is to the Chief Executive, or their nominee 

where necessary, given the circumstances of the grievance.  If the Chief 

Executive is absent during the required period, another member of the Directors 

Management Team would be nominated to act in this role. 

 

It is anticipated that an appeal to the Chief Executive will primarily be on the 

grounds that there is some new evidence in support of the employee’s original 

grievance or that the employee feels that the earlier stages have resulted in a 

decision inconsistent with evidence submitted so far. 
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• Where they employee feels that they have grounds to appeal against the 

decision given at stage 2 they should, within 5 working days of the receipt of 

the letter detailing the outcome of stage 2, write to Organisational 

Development expressing their desire to appeal and should clearly set out 

the  grounds of the appeal. 

 

• A meeting will be arranged for the employee with the Chief Executive for a 

date within as soon as possible but ideally within 10 days of receipt of the 

request for appeal.  Organisational Development will inform the employee in 

writing of the date of the appeal. 

 

• As with any formal stage the employee has the right to be accompanied by 

a Trade Union representative or colleague. 

 

• Notes will be made during the meeting and the employee will be informed in 

writing of the decision within 5 working days of the meeting.  In addition the 

employee will be issued with notes of the meeting and asked to review them 

to ensure that they are an accurate record of the meeting.  The Chief 

Executive’s decision is final. 

 

3. Additional Guidance 

• Training 
Any manager who hears a stage 1 or stage 2 grievance should, ideally, 

have received training in dealing with grievances.  Where a manager has 
not had any formal training in this area they should contact 
Organisational Development for advice and guidance on the conduct 
of grievances within the formal procedure, as soon as they receive the 
GPF1 form. 
 

• Definition of ‘Working Days’ 
Within this policy the term ‘working days’ is used on a number of occasions.  

For the purposes of the application of this policy working days will be 

classed as Monday to Friday (excluding Bank Holidays). 

 

• Timetable 
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There are specific deadlines set out within this policy in relation to the 

handling of various stages of grievance.  These deadlines are described 

throughout the policy but are summarised in appendix 5 for ease of 

reference.  It should be noted that these deadlines represent maximum 

periods and managers should attempt to resolve grievances more quickly 

wherever possible.  An overview of the Grievance Process is set out in 

Appendix 7 

 

• Conduct of Meetings 
Formal grievance meetings should be held in private meeting rooms/offices 

free from interruption or disruption.  Meetings will be held in confidence.  

Notes should be taken by the manager so that a formal record of the 

discussion is made, and a copy of such notes will be made available to the 

employee.  A member of the Organisational Development Division will only 

attend stage 1 grievance meetings if requested by the manager, but will 

attend all stage 2 meetings and appeals as a matter of course. 

 

During all meetings the employee must be given the opportunity to fully 

explain their grievance and how they think the grievance could be settled.  

If, during a meeting it becomes apparent that the manager needs to 

investigate some aspect of the grievance further the meeting can be 

adjourned until a later date to enable such an investigation to take place.  

The employee and their representative should be invited to a further 

meeting once the investigation has taken place in order to finish the 

discussion (regardless of what stage the grievance is at).  So, for example 

there may be more than one meeting at stage 1, or more than one meeting 

at stage 2 if necessary.  Any investigation necessary should be completed 

as soon as possible and the meeting re-convened at the earliest 

opportunity. 

 

The manager should make every effort to determine whether the grievance 

can be settled to the employee’s satisfaction and, consequently, avoid the 

need for matters to be taken any further. 

 

• Record keeping 
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At all stages managers involved in dealing with grievances should keep 

detailed notes of meetings and should supply copies of those notes and any 

associated correspondence to Organisational Development for permanent 

retention on the individual’s personnel file.  Notes of meetings should be 

supplied to the employee concerned. 

 

4. The role of the Companion 
An employee has the right to be accompanied to formal meetings under this 

procedure either by a Trade Union representative or a colleague.  When 

choosing a companion the employee should avoid nominating someone whose 

presence may prejudice the hearing or who might otherwise have a conflict of 

interest. 

 

A person requested by an employee to accompany them does not have to do 

so.  However, where a person does agree to accompany an employee to their 

grievance meeting the companion will be permitted time off work to do so.  

Anyone who agrees to accompany an employee must be aware that anything 

they see or hear during the meeting(s) must remain confidential and must not 

be discussed with any third party. 

 

Whilst the companion is permitted to speak during the grievance meeting for 

the purposes of supporting or clarifying the employee’s case, they should not 

seek to speak, or respond to questions, on behalf or instead of the employee 

who has raised the grievance.  An exception will be made in special 

circumstances such as situations where a person has difficulty in conducting 

their own case because of their disability or because their first language is not 

English. 

 

5. Special Circumstances 

• Where a formal grievance is about a persons line manager 
Where a grievance relates to the conduct or behaviour of a person’s own 

Service Manager the 1st formal stage of the grievance will be heard by the 

relevant Head of Service.  The 2nd stage will be heard by an independent 

Head of Service.  The final appeal will be to the Chief Executive. 
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Where a grievance relates to a the conduct or behaviour of a person’s Head 

of Service the 1st formal stage of the grievance will be heard by the relevant 

Director.  The 2nd stage will be heard by an independent director and the 

appeal will be heard by the Chief Executive. 

 

Where a grievance relates to a Head of Service in the Chief Executives 

Directorate the first stage will be heard by one of the Directors, the 2nd stage 

by another and the appeal by the Chief Executive. 

 

Should a grievance relate specifically to a Director the first stage should be 

heard by a member of Directors Management Team, the 2nd stage by 

another member of Directors Management Team with the appeal to the 

Chief Executive. 

 

Should a grievance relate specifically to the Chief Executive the first stage 

should be heard by a member of Directors Management Team, the 2nd 

stage by another member of Directors Management Team with the appeal 

to the Leader of the Council. 

 

• Where a complaint arises after a person has ceased employment 
Even after leaving employment an employee might raise a grievance 

against their employer.  In these circumstances the former employee must 

submit their grievance in writing.  Any manager receiving a written grievance 

from a former employee must make the Head of Organisational 

Development aware of receipt of the letter. It should be noted that in certain 

circumstances an employee may only approach an employment tribunal 

with a complaint if they have first sought to resolve their complaint with their 

employer through the grievance procedure.  Consequently managers 
should be aware that receipt of a grievance from a former employee 
may be a precursor to the employee raising a matter with an 
Employment Tribunal.  Advice must be sought from Organisational 

Development in all such cases. 

 

It should also be noted that a person does not have to explicitly state that 

they want to raise a grievance – but where the content of the 
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correspondence may amount to a grievance advice should be sought from 

Organisational Development concerning the appropriate way to proceed.  

 

Organisational Development will assist the relevant manager in preparing a 

written response to the former employee. 

 
Other Considerations 

• Impact on Teams 
Where a situation has developed into a formal grievance this could have a 

disruptive influence on colleagues and cause considerable anxiety or stress for 

all parties concerned.  In these circumstances consideration should be given to 

whether any additional support is required by any of the parties concerned – 

such as referral to Occupational Health/Counselling services, training and 

development activities etc.  These can be arranged through Organisational 

Development. 

 

• Written Submissions 
The law requires a formal grievance to be submitted in writing.  Where an 

employee has difficulty in submitting a written grievance (for example where 

English is not their first language, where the employee has difficulty with 

writing) they should seek assistance from a Trade Union representative or any 

other employee representative or a colleague in preparing the grievance. 

 

• Serial Grievances 
The grievance procedure should never be used as a means to harass and 

intimidate another employee.  Cannock Chase Council will take all grievances 

seriously and deal with them in accordance with this policy as and when they 

are raised.  However, it should be noted that in circumstances where an 

employee raises a series of grievances against another individual the individual 

against whom the complaints are raised may well have the right to make a 

counter allegation of harassment under the Harassment policy – particularly 

where the grievances appear to arise from malicious intent.  Should an 

allegation of harassment be made in these circumstances the allegation will be 

taken seriously and investigated in accordance with the Harassment Policy. 
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Accountabilities 

• Employees: are responsible for making every effort to resolve issues with their 

manager on an informal basis.  Employees must also make every effort to 

attend grievance meetings as arranged or to co-operate with attending a 

meeting as soon as possible at a mutually acceptable date.  Employees should 

comply with the timescales set out in this document. 

 

• Managers: are responsible for day to day management of their employees.  In 

this capacity it is a manager’s responsibility to address any day to day issues 

arising and to be accessible to employees in order to address concerns or 

worries as they arise. 

 

Managers are also responsible for seeking to resolve grievances under the 

formal procedure as quickly and as appropriately as possible and certainly 

within the timescales set out within this policy. 

 

• Organisational Development: are responsible for ensuring that the grievance 

process runs smoothly and that the parties involved are adequately and 

professionally supported. 

 

• Other: None 

 

Frequently Asked Questions 
Q. What happens if a manager tries to arrange a date to meet with an employee 

but the employee fails to attend or will not co-operate in attending a meeting? 

 

A.  The employee is entitled by law to be invited to a meeting to discuss their 

grievance so a manager must make the effort to arrange a meeting with the 

employee to address the grievance.  If an employee fails to attend there may have 

been a good reason for this and the manager is advised to seek to re-schedule as 

soon as possible.  However, it should be noted that an employee instigating a 

grievance must make every effort to attend the meeting.  Where at least two 

attempts have been made and the employee fails to co-operate or repeatedly 

misses the opportunities offered to them to resolve the grievance the manager 

should write to the employee giving their written conclusions on the grievance 
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(without the meeting taken place).  In so doing the manager has taken every 

reasonable step to resolve the grievance, as specified in law, despite the fact that 

there has not been a face to face meeting. 

 

Q. What happens if, following the final appeal stage, an employee remains 

dissatisfied with the outcome of their grievance? 

 

A. Where a person has used the grievance procedure to it’s full extent and remains 

unhappy with the decision made at the final appeal stage they will not be permitted 

to raise the same matter again and again.  The decision made at appeal stage is 

final and no further discussion on the matter will be entered into.  The only 

recourse available to the employee at that point is to seek redress through 

Employment Tribunal proceedings. 

 

Other Sources of Information 
Trade Union 
There are several trade unions working within Cannock Chase Council who can 

assist with this policy.  It is recommended that a trade union representative be 

contacted at the earliest stage so that appropriate advice, guidance and support 

can be offered to the employee. 

 

Organisational Development Division 
The Organisational Development Division can provide supplementary information 

and assist with the application of this policy.  It is recommended that an 

Organisation Development representative be contacted at the earliest stage so that 

appropriate advice, guidance and support can be offered to both the manager and 

employee. 

 

Related Internal Policies 
See also: 

• Capability Policy 

• Discipline Policy 

• Attendance Management Policy 

• Pay Policy  

• Harassment Policy 
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• Whistleblowing Policy 

• Redundancy Policy 

 

External Sources 
Further advice regarding grievances can be found on the following websites: 
 
ACAS:      www.acas.org.uk
Department of Trade and Industry: www.dti.gov.uk
 
 
Please note that Cannock Chase Council takes no responsibility or liability for any 

material produced by or contained in external sites or for any advice or services 

given by external organisations. It is the responsibility solely of each person to 

decide whether or not they use any such material, advice or service. 

 

Standard Documents 
Appendix 1 – GPF1 form. 

Appendix 2 – Standard letter inviting an employee to a grievance meeting. 

Appendix 3 – Standard letter following stage 1 meeting. 

Appendix 4 – GPF2 form. 

Appendix 5 – Overview of timescales 

Appendix 6 – Standard letter following stage 2 meeting 

Appendix 7 – Grievance Process – Flow Chart 

 

 
 
This policy document can be made available in a range of formats and languages, 

including Braille and large print.  If this would be useful to you or someone you 

know, please contact the Organisational Development Division. 
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Appendix 1 
 

CANNOCK CHASE COUNCIL  - GRIEVANCE FORM – GPF1 

TO (Manager’s Name): ………………………………………………………… 

MANAGER’S TITLE: ………………………………………………………… 

EMPLOYEE’S NAME:            ………………………………………………………. 

JOB TITLE:                          ………………………………………………………… 

DIRECTORATE:                 ………………………………………………………… 

PLEASE INDICATE THE NATURE OF YOUR GRIEVANCE  ( √ as appropriate) 

Conflict with Manager  Working conditions  Conflict with colleagues  

Acts of discrimination  Safety Matters  Other ( specify below)  

Please attach full written details of your grievance to this form.  

 

WHAT SPECIFIC OUTCOME ARE YOU SEEKING AS A RESULT OF THIS 
GREIVANCE?  (detail below) 

………………………………………………………………………………………………. 

……………………………………………………………………………………………….. 

………………………………………………………………………………………………. 

HAVE YOU DISCUSSED THIS GRIEVANCE INFORMALLY WITH YOUR 
MANAGER?  

Date of Discussion:                           ..…………………………………………………… 

Supervisor/Manager’s Name:            …………………………………………………… 

Supervisor/Manager’s Signature:      ……………………………………….…………… 

Note: The Grievance policy requires you to attempt to resolve an issue informally 
before invoking the formal procedure.  If you have not attempted to discuss this 
matter informally with your manager please outline why. 

…………………………………………………………………………………………….. 

……………………………………………………………………………………………… 

……………………………………………………………………………………………… 

EMPLOYEE’S SIGNATURE:  ….………………………………..DATE: ……………. 
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Appendix 2 
 

 
 
 
 
 
 
Please ask for:   
Extension No:    
E-mail:    
 
 
  
(Date) 
 
PRIVATE AND CONFIDENTIAL 
 
(Address) 
   
Dear (Name), 
 
Grievance – Stage 1/Stage 2* 
 
Further to your grievance submission made on the Council’s form GPF1/GPF2* 
received on (date)……… I am writing to invite you to meet with (name)……….. 
at…(time) on ….(date) at..(location) in order to formally discuss your grievance. 
 
I remind you that, in accordance with the Council’s Grievance policy you have the 
right to be accompanied to this meeting by either a trade union representative or 
colleague.  Please confirm the name of your companion to me prior to the meeting. 
 
If, for any reason, this date is not acceptable to you please contact me at the 
earliest opportunity and we will agree a mutually acceptable alternative. 
 
 
Yours sincerely 
 
 
 
(Name) 
(Title) 
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Appendix 3 
 

 
 
 
 
 
 
Please ask for:   
Extension No:    
E-mail:    
 
 
  
(Date) 
 
PRIVATE AND CONFIDENTIAL 
 
(Address) 
   
Dear (Name), 
 
Grievance – Stage 1 
 
Thank you for attending a meeting on ..(date) to discuss the matter(s) raised in 
your GPF1 form dated…(date).  Present at the meeting were …(names of 
attendees).  I enclose for your reference a copy of the notes of the meeting and 
would ask that you review these to ensure that they are an accurate reflection of 
what we discussed.  If you feel that they do not accurately reflect our discussion 
please submit your observations to me in writing.   
 
Having given due consideration to the matters we discussed my findings are as 
follows: 
 
(outline findings here) 
 
 
I sincerely hope that the grievance is now resolved to your satisfaction.  However, 
if you remain dissatisfied I remind you that, in accordance with the Grievance 
policy, you have the right to refer your grievance to a more senior manager for 
further consideration.  Should you wish to do so please submit a written statement 
to the Organisational Development Division outlining the reasons why you feel your 
grievance is not resolved.  The statement should be accompanied by a GPF2 form.  
The Organisation Development Division will make arrangements for your grievance 
to be heard by the appropriate person. 
 
Yours sincerely 
 
 
 
(Name) 
(Title) 
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Appendix 4 

 
CANNOCK CHASE COUNCIL  - GRIEVANCE FORM – GPF2

TO: ORGANISATIONAL DEVELOPMENT 

 

EMPLOYEE’S NAME:            ………………………………………………………. 

JOB TITLE:                          ………………………………………………………… 

DIRECTORATE:                 ………………………………………………………… 

PLEASE INDICATE THE NATURE OF YOUR GRIEVANCE  ( √ as appropriate) 

Conflict with Manager  Working conditions  Conflict with colleagues  

Acts of discrimination  Safety Matters  Other ( specify below)  

 

DATE STAGE 1 MEETING WAS HELD:……………………………………….. 

WITH WHOM………………………………………………………………………. 

 

Please attach a written statement explaining why you feel that your grievance 
has not been resolved.   You may want to think about the following questions 
in preparing your statement: 

• Did you feel that you had the opportunity to fully explain the reasons for your 
grievance? 

• Were you able to submit all appropriate evidence to support your grievance? 

• Did you feel that the person hearing your grievance understood the matters 
you were raising? 

• Did you feel that the decision made by the person hearing your grievance 
was appropriate? 

• Did you achieve the outcome you were seeking?  If not, why? 

 

EMPLOYEE’S SIGNATURE:             ……………………………………………… 

DATE:                ……………………………………………… 
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Appendix 5 
 

Overview of Grievance Timescales 
 

Stage 1 
 
From receipt of GPF1 form to stage 1 meeting:   10 working days 
 
From date of stage 1 meeting to written response:  5 working days 
 
 
 
 
 
Stage 2 
 
From receipt of written response to submitting GPF2 form: 5 working days 
 
From receipt of GPF2 form to stage 2 meeting:   10 working days 
 
From date of stage 2 meeting to written response:  5 working days 
 
 
 
 
Appeal 
 
From receipt of written response to submitting the Appeal: 5 working days 
 
From receipt of appeal to appeal meeting:   10 working days 
 
From date of appeal meeting to written response:  5 working days 
 
 
 
 
 
Note: in exceptional circumstances these timescales may be varied by mutual 

agreement of the parties involved 

 
Note: Working days are defined as Monday to Friday (excluding Bank Holidays) 
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Appendix 6 
 

 
 
 
 
 
 
Please ask for:   
Extension No:    
E-mail:    
 
 
  
(Date) 
 
PRIVATE AND CONFIDENTIAL 
 
(Address) 
   
Dear (Name), 
 
Grievance – Stage 2 
 
Thank you for attending a meeting on ..(date) to discuss the matter(s) raised in 
your GPF2 form dated…(date).  Present at the meeting were …(names of 
attendees).  I enclose for your reference a copy of the notes of the meeting and 
would ask that you review these to ensure that they are an accurate reflection of 
what we discussed.  If you feel that they do not accurately reflect our discussion 
please submit your observations to me in writing.   
 
Having given due consideration to the matters we discussed my findings are as 
follows: 
 
(outline findings here) 
 
 
I sincerely hope that the grievance is now resolved to your satisfaction.  However, 
if you remain dissatisfied I remind you that, in accordance with the Grievance 
policy, you have the right to appeal to the Chief Executive.  Should you wish to do 
so please submit a written statement to the Organisational Development Division 
outlining the reasons for your appeal.  The Organisation Development Division will 
make arrangements for your appeal to be heard. 
 
Yours sincerely 
 
 
 
(Name) 
(Title) 
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ANNEX 2 

CANNOCK CHASE COUNCIL 

GRIEVANCE PROCEDURE 

 

1. INTRODUCTION 

1.1 The Council recognises that from time to time employees may wish to express a 
grievance relating to their employment.  In this respect, the Council’s policy is 
designed to encourage free communication between employees and their supervisors 
or 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.   

2. SCOPE 

2.1 This procedure will apply to all employees of the Council with the exception of the 
Chief Executive and Officers appointed under the Joint National Council for Chief 
Officers of Local Authorities, for whom separate procedures apply. The aim is to 
ensure consistent and fair treatment for all. 

3. PRINCIPLES 

3.1 This procedure does not relate to grievances relating to the following matters, which 
should be addressed through their relevant and separate procedure(s):  

a the grading or re-grading of a post; 

b disciplinary matters; 

c the rules of the Pension Scheme. 

3.2 It provides for full discussion of all issues surrounding the grievance including 
breaches of defined working practices and codes of behaviour.  

3.3 The employee will have the right to be accompanied or represented. 

3.4 The employee will have the right of appeal to the Personnel Sub-Committee if they are 
not satisfied with the outcome once the procedure has been exhausted. 

4. PROCEDURE 

4.1 Where an employee has a grievance arising from their employment they should 
initially raise the matter with their immediate supervisor or manager, as that is the 
person who, in most cases, will best be able to respond to the grievance.  Should the 
employee’s grievance relate to their immediate supervisor or manager, the grievance 
should be raised with the next most senior person within the section or unit. 

4.2 A note of the initial discussion should be made using the grievance procedure form1 
(GPF1) attached to this procedure.  
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4.3 The immediate supervisor or manager should respond, in writing, within five working 
days. A copy of this response should be attached to the GPF1. 

4.4 If the employee is dissatisfied with the reply from their supervisor or manager, the 
grievance should then be reported to the employee’s trade union, or other, 
representative, where appropriate.   

4.5 A note of that discussion should also be made using the GPF1 form attached to this 
procedure.  

4.6 The employee’s representative may then take the matter up on the employee’s behalf 
with the employee’s immediate supervisor or manager. 

4.7 If the employee is still dissatisfied, then the employee or their representative should 
request a formal grievance procedure form 2 (GPF2).  These forms are available from 
either the Human Resources Management Unit or the Administrative Unit at Hawks 
Green Depot.   

NOTE:   A GPF2 grievance form will only be issued on production of a completed 
GPF1 form.   

4.8 The employee should complete the GPF2 form, in full, within 15 working days of the 
date of issue and forward it, to the appropriate Head of Service, with copies to the 
Head of Human Resources and the supervisor or manager with whom the matter was 
last discussed.  The employee should also retain a copy. 

4.9 The Head of Service (or other senior nominated Officer) should, within 10 working 
days, arrange a meeting with the employee and their representative.  The Head of 
Human Resources should be notified of the date of this meeting.  

4.10 Within five working days of the meeting the Head of Service (or other senior 
nominated Officer) will reply in writing to the employee, with a copy to the Head of 
Human Resources. 

4.11 If the employee is still dissatisfied, they should notify the Head of Human Resources 
within 5 working days and the grievance and appropriate documentation will be 
referred to the Chief Executive or relevant Director.  

4.12 The Chief Executive or relevant Director should, within 10 working days, arrange a 
meeting with the employee and their representative.  The Head of Human Resources 
should be notified of the date of this meeting.  

4.13 Within five working days of the meeting the Chief Executive or relevant Director will 
reply to the employee in writing, with a copy to the Head of Human Resources.  

5. APPEAL 

5.1 If the employee still feels their grievance has not been satisfactorily resolved, and 
wishes to exercise their right of appeal, then this must be done, in writing, to the 
Director of Resources, within 10 working days of receipt of the written response from 
the Chief Executive or relevant Director. 
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5.2 The written notice of appeal must make clear the reason for the appeal. 

5.3 An appeal against the original decision will be heard by an Employee Appeals Panel 
of the Personnel Sub-Committee.  If, however, the employee wishes to appeal because 
relevant additional material e.g. witnesses, witness statements, other documentary 
evidence etc., has come to light which was not available at the time of the original 
hearing, but which, had it been available, might have led to a different decision being 
reached, then the appeal will be heard by the Chief Executive or relevant Director who 
heard the grievance. 

5.4 Whether the appeal is to be heard by an Employee Appeals Panel, or by way of an 
internal rehearing because additional material is to be considered, the appeal hearing 
will normally be held within 30 working days following receipt of an employee’s 
written notice of appeal.  The employee will be given at least 10 working days notice, 
in writing, in advance of the time and place of the hearing, and shall have the right to 
be accompanied or represented. 

5.5 The decision of the Employee Appeals Panel will be final in respect of the Council’s 
appeal procedure for grievances. 

6. INTERNAL APPEALS PROCESS 

6.1 Not less than five working days before the date of the hearing there should be an 
exchange of evidential papers.  This will be mediated through the Head of Human 
Resources.  Evidential papers should relate only to the additional material which it is 
intended to introduce. 

6.2 The employee will be allowed reasonable time before the internal appeal hearing to 
meet with their representative to prepare their case. 

6.3 The purpose of the grievance appeal hearing is to: 

• give the employee, or their representative, a full and fair opportunity to introduce 
additional material which was not available at the time of the original hearing, and 
to make a submission explaining why this could have led to a different decision 
being reached; 

• enable the Chief Executive or relevant Director to consider all available 
information fully, fairly and impartially. 

6.4 At the conclusion of the internal appeal hearing, the Chief Executive or relevant 
Director will review all the evidence and decide whether or not to uphold or amend the 
original decision.  The decision should be conveyed orally as soon as possible, and 
confirmed in writing by the Director of Resources within five working days of the 
hearing.   
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CANNOCK CHASE COUNCIL 

GRIEVANCE FORM – GPF1 

 

EMPLOYEE’S NAME: …………………………………………………………….. 

JOB TITLE:   …………………………………………………………….. 

DIRECTORATE:    ……………………………………………………………..           

1.    BRIEF OUTLINE OF GRIEVANCE 

 

 

 

 

2.    GRIEVANCE DISCUSSED WITH IMMEDIATE SUPERVISOR/MANAGER: 

DATE OF DISCUSSION:   ..…………………………………………….. 

SUPERVISOR/MANAGER’S NAME: ……………………………………………… 

SUPERVISOR/MANAGER’S SIGNATURE:   ………………………………………... 

*    COPY OF WRITTEN REPLY MUST BE ATTACHED 

 

3.    GRIEVANCE DISCUSSED WITH TRADE UNION REPRESENTATIVE: 

DATE OF DISCUSSION:   ..…………………………………………….. 

REPRESENTATIVE’S NAME: ……………………………………………… 

NOTE OF DISCUSSION: 

 

 

REPRESENTATIVE’S SIGNATURE:  ……………………………………… 

EMPLOYEE’S SIGNATURE: ……………………………………………… 

DATE:  ………………………………………… 
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CANNOCK CHASE COUNCIL 

GRIEVANCE FORM – GPF2 

 

FORM ISSUED BY:  ……………………………………………………………. 

 

DATE ISSUED: ………………… EXPIRY DATE: …………………… 

*    GPF1 ATTACHED 

 

EMPLOYEE’S NAME: …………………………………………………………….. 

JOB TITLE:   …………………………………………………………….. 

DIRECTORATE:    ……………………………………………………………..           

 

DETAILS OF GRIEVANCE: 

 

 

 

 

 

 

 

 

 

 

 

 

SIGNED: ………………………………………..…   DATE:     …….……………. 
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