
 
 

Grievance Policy 
  

Grievance Procedure 
The Company’s policy is to encourage open and free communication between staff and their line managers to ensure 
that questions and problems relating to employment are freely aired and, where possible, resolved informally as 
quickly as possible.  
 
However, the Company recognises that from time to time employees may have legitimate complaints relating to their 
employment. It is a statutory right of every member of staff with a grievance to have access to a formal procedure to 
redress it.  
 
The Company’s grievance procedure enables employees who consider they have a grievance or complaint arising from 
their employment with the Company to have it dealt with speedily and without prejudice to their employment.  The 
procedure is not contractual but is a statement of current Company policy.  The Company reserves the right to amend 
the procedure from time to time as it considers necessary. 
 
The Process 
 
1. All grievances must be brought in writing explaining the basis of the grievance. 
 
2. The employee will then be invited to meet and discuss the grievance. 
 
3. You may be accompanied by a work colleague, should you wish.  Although a companion will be able to 

address the hearing and confer with you, they will not be permitted to answer questions on your behalf. 
 
4. In the first instance, all grievances will be dealt with by your line manager who will attempt to deal with the 

matter after making such consultations and investigations as are necessary.  The employee will then be 
informed of the decision and their right to appeal. 

 
5. If the matter relates to your line manager, the grievance can be raised with the next level of management or 

the HR department. 
 
6. If you remain dissatisfied with the decision, you may within 5 working days of that decision request that it is 

referred to the Director of HR for appeal. 
 
7. The Director of HR will make arrangements for a grievance appeal hearing and give a decision within 10 

working days if possible.  If not possible to respond within 10 days the employee will be given an explanation 
and told when a response can be expected.  The Director’s decision is final and the grievance procedure is 
exhausted following this stage. 

 
8. A record will be kept of each grievance hearing and a copy given to you upon request. 
 
9. If a grievance is lodged after employment has ended and both parties agree a modified procedure may be 

used  and consists of the grievance being submitted in writing with a written response. 
 
Public Interest Disclosure (“WHISTLEBLOWING”) 
One of the most difficult decisions that an employee has to make is when to ‘shop the boss’ or company. 
 
Individuals are often the first to be aware that there may be something seriously wrong with the way an individual is 
conducting themselves or the way a business is being run.  However, they may not express their concerns because 
they feel that speaking up would be disloyal to their colleagues or to their employer.  They may fear harassment, 
ridicule or victimization and as importantly they may fear that they are wrong. 
 
In these circumstances it may be easier to ignore the concern rather than do anything about what may just be a 
suspicion of malpractice (wrong doing). 
 



 
The Company wants individuals to feel that they can raise matters of concern  and wishes to encourage them to do so 
as soon as possible.  All concerns raised will be taken seriously, and will remain confidential. 
 
The normal procedure, which will be followed, is set out below. The procedure has been drawn up to provide 
safeguards to enable individuals to raise genuine concerns of possible malpractice within the Group and to allow 
these to be properly investigated.   
 
The procedure seeks to balance the need to provide safeguards for workers who raise genuine concerns of wrong 
doing against the need to protect members of staff against uninformed, vexatious or malicious allegations. 
 
This policy is not designed to replace the normal procedures whereby a Line Manager is informed when there are 
concerns about an individual’s behaviour.  For instance if it is felt by colleagues that an individual is bullying another 
member of staff then this should be reported immediately to the appropriate line manager.  The purpose of this 
policy is where there are concerns of possible serious business malpractice.   
 
Some examples of matters regarded as ‘malpractice’ for the purposes of this policy are as follows: 
 
• Fraud or financial irregularity 
• Corruption, bribery or blackmail 
• Criminal offences 
• Failure to comply with a legal or regulatory obligation 
• Miscarriage of justice 
• Endangering the health & safety of an individual 
• Endangering the environment 
• Concealment of any of the above 
 
An individual can approach the Director of Human Resources in confidence to raise a matter of concern.  With the 
Director of HR (or an appropriate alternative Assessor) they have an obligation to make recommendations on further 
action to be taken, although it is not their role to fully investigate the allegations. 
 
The Director of HR has an obligation to protect the identity of any individual raising the concern during the initial 
stages of an investigation. 
 
One of the main aims of the Group and this policy is to ensure that any individual who raises a bona-fidi concern is 
not victimized or subjected to detriment as a result of their actions.  However, the Group may take disciplinary 
action against an individual where there are grounds to believe that the matter raised has been made maliciously or 
vexatiously or where the individual has, without good reason, failed to follow the appropriate procedural steps. 
 
 
The Procedure 
 
1. This procedure applies to all individuals who work within the Company.  It applies to contract and freelance 

staff as well as those traditionally termed ‘employees’ 
 
2. The procedure is a formal one and is designed to protect the identity of the individual raising the concern 

(The Discloser) wherever possible.  It also places an obligation on the Director of HR to take seriously any 
concerns raised through this procedure and make recommendations for a full investigation. 

 
3. The Discloser should, as soon as practicable, disclose in confidence the grounds for the belief of malpractice 

to the Director of HR appointed for the Discloser’s department/company.  In the event that the Discloser is 
concerned that the Director of HR is involved in the malpractice complained of then they should approach the 
Chief Financial Officer. The Assessor may decline to become involved on reasonable grounds, including 
previous involvement or interest in the matter concerned or personal knowledge of the individuals involved.  
In exceptional circumstances they may decline to become involved due to the pressure of work not allowing 
them to execute their duties fully. 

 
4. Any disclosure to the Assessor (Director of HR or Chief Financial Officer) should, wherever possible, be in 

writing, but, if this is not practicable, any such disclosure may be oral, at the choice of the disclosure and 
the ground for the belief of malpractice. 

 
5. On receipt of the disclosure, the Assessor will offer to interview the Discloser in confidence, such interview 

to take place as soon as practicable after the initial disclosure, but normally within 10 working days of the 
disclosure being received by the Assessor.  The purpose of the interview will be for the Assessor to obtain as 



much information as possible from the Discloser about the grounds of the belief of malpractice and to consult 
with the Discloser about further steps, which could be taken.  The Discloser may be accompanied by a work 
colleague, relative or local trade union representative, at the meeting.  The Assessor may be accompanied by 
a colleague to take notes, which will not identify the Discloser, by name. 

 
6. As soon as practicable after the interview (or after the initial disclosure if no interview takes place) the DA 

will recommend what further steps should be taken.  Such recommendations may include one or more of the 
following: 

 
• That the matter be reported to the Police 
• That the matter should be reported to the appropriate public authority 
• That the matter should be investigated more fully either, internally within the Group, or by external auditors 

or investigators appointed by the Group 
• That a worker should be given the opportunity to seek redress through the Group’s grievance procedure or 

through an appeal under the Group’s disciplinary procedure. 
 
7. Any recommendations made under this procedure will be made by the Director of Human Resources unless it 

is alleged that they are involved in the alleged malpractice or unless there are other reasonable grounds for 
not doing so, in which case the recommendations will be made to CEO.  Unless the Discloser has otherwise 
consented in writing or unless there are grounds for believing that the Discloser had acted maliciously, the 
Assessor’s recommendations will be made without revealing the name of the Discloser or as far as 
practicable, his/her identity.  The recipient of the recommendations will take steps to ensure that the 
recommendations are implemented except in the view of the recipient there are good reasons for not doing 
so. 

 
8. Once the Director of HR has decided what further steps (if any) should be taken, the Assessor will inform the 

Discloser of the decision.  If no further steps by the Group are proposed, the Assessor will give the reasons for 
this in writing. 

 
9. The Discloser will not be required by the Group, without his or her consent, to participate in an enquiry or 

investigation into the matter established by the Group unless there are grounds to believe that the Discloser 
participates in any such enquiry or investigation, that participation will usually be required to be on an open 
rather than confidential basis, although as far as practicable the identity of the individual as the original 
Discloser of information under this procedure will remain confidential. 

 
 

Bullying and Harassment Grievance Policy 
 
The Company will not tolerate any form of bullying and/or harassment and is committed to providing a workplace in 
which the dignity of individuals is respected.  Any behaviour which constitutes bullying and/or harassment will be 
dealt with under the Company’s disciplinary procedure and, in serious cases, may be treated as gross misconduct 
leading to summary dismissal.  
 
The company is committed to ensuring employees know what advice and support is available to them where they feel 
they are being bullied and/or harassed. Employees should contact HR for further information. 
 
Definition 
 
A bullying and/or harassment grievance is a complaint by an employee about an allegation of bullying and/or 
harassment. 
 
Management have the right to give legitimate feedback on an employee's performance or conduct at work and to give 
reasonable work instructions. Such feedback does not constitute bullying and harassment. 
 
Bullying 
Bullying may be: 
 
• behaviour that could reasonably be considered to be offensive, intimidating, malicious, insulting or 

humiliating, and/or an abuse of power or position which attempts to undermine an individual or group of 
employees  

• physical, verbal or non-verbal  
• obvious or insidious 
 
 
 



Harassment  
Harassment may be: 
 
• unwanted behaviour that could reasonably be considered as violating a person’s dignity, or creating an 

intimidating, hostile, degrading, humiliating or offensive working environment.  
• may be directed towards people because of their age, religion or belief, sexual orientation, disability, 

gender, ethnicity, nationality, any other personal characteristics or for no obvious reason.  
• can be physical, verbal or non verbal, and may amount to a criminal offence. 
• may be obvious or it may be insidious 
 
This policy covers bullying and harassment which occurs both in the workplace itself and in settings outside the 
workplace, such as business trips, events or social functions which are organised for or on behalf of the Company. 
 
The Procedure 
Employees and managers should make every effort to resolve a bullying and harassment matter without recourse to 
the formal procedure. If the employee wishes to raise the matter as a formal bullying and harassment grievance then 
they should do so following the formal grievance procedure.  
 


