
Regulation Governing Grievance Procedures Pursuant 
to Statute XII Part VII
(For Staff Grades 6/Ac1 and Above)

1. Introduction

This Regulation provides a process for members of staff aimed at settling or redressing grievances.  It is established pursuant to Statute XII Part VII.

2. Principles

2.1
It is expected that where a member of staff has a grievance they will raise this in the first instance normally with their line manager, with a view to resolving the matter informally.  The objective of this procedure is to provide an opportunity for a member of staff to formally raise an individual grievance, when the normal and customary channel of discussion with their line manager is unable to resolve the issue.  Where a line manager is the source of the grievance, or it is otherwise inappropriate for that person to deal with the matter, the grievance may be raised directly with the next manager in line.

2.2
This procedure cannot be used to challenge decisions taken through the recruitment process nor can it be used to substitute or extend the appeal function in other procedures.

2.3
A grievance raised under Stage 1 of the procedure must be submitted within three months of the alleged incident which has given rise to the grievance, or within three months of when the member of staff could reasonably be expected to have had knowledge of the act complained of.  

2.4
An individual’s grievance will be examined as quickly as possible with a view to resolution at as early a stage as possible.

2.5
Where the grievance involves an equal opportunities matter, the grievance will be considered with the involvement of the Equal Opportunities Manager or nominee.

2.6
At all stages of the procedure the member of staff (and any person against whom the grievance lies) will be given the opportunity to state his or her case and have the right to be assisted by a representative of a recognised trade union or a University colleague.

2.7
The member of staff may request one adjournment on the grounds that they are unable to arrange representation for a hearing, or that on reasonable grounds they require more time to prepare their case.

2.8
Written records will be held of meetings relating to the issue.

2.9
Where a disciplinary matter is ongoing and a subsequent grievance relating to that matter is raised the disciplinary process will take precedence.  Where a grievance is lodged prior to a disciplinary process relating to the matter, then the grievance will continue to be heard, unless the disciplinary offence is of a serious nature.  Where necessary, the Director of Human Resources will adjudicate on any such issue.

2.10
No member of staff shall suffer any form of victimisation as a result of a grievance.  Nothing in the procedure may be construed as diminishing the rights in law of a member of staff.

2.11
In all instances where a grievance is raised managers should contact the Personnel Department. The Personnel Officer will provide appropriate guidance, including where appropriate that relating to equality of opportunity.

2.12
This procedure may be varied, where the University considers that it is necessary, in order to ensure fairness.  Any such changes will be subject to consultation with the recognised trade union.  In addition, in all cases that are to be considered under Part VI of Statute XIII, and this Regulation, the University reserves the right to digress from them in so far as they may be inconsistent with its legal obligations as an employer and/or the legal rights of individual members of staff.

3.
Stage One:

3.1
Where a member of staff is aggrieved on a matter, the individual shall in the first instance raise the matter in writing with the appropriate manager making it clear that they wish to invoke the first stage of the grievance procedure.  The manager will confirm receipt of the grievance in writing normally within five working days of being notified. The manager will invite the member of staff to a meeting to discuss the issue. If the member of staff wishes, they may be assisted by a representative of a recognised trade union or a University colleague.  The purpose of this stage of the procedure is to resolve matters without recourse to more formal proceedings.  The member of staff should be notified of the reasoned decision normally within ten working days of the decision and the outcome should be provided to the Personnel Department.    

4.
Stage Two: 

4.1 Where the member of staff remains aggrieved they must notify the appropriate manager in writing within ten working days of being notified of the decision, who will confirm receipt of the grievance in writing normally within five working days of being notified.  

4.2 The grievance will be passed to the Personnel Manager who will constitute a Panel    comprising the next senior manager in line from the manager at stage one, a nominee of the Director of Human Resources and one other manager. The member of staff will normally be given ten working days’ notice of a meeting to consider the matter and at the meeting the member of staff may be accompanied by a University colleague or a representative of a recognised trade union.  They will be provided with all relevant documentation, normally three working days prior to the meeting.  The Panel will consider representation from the member of staff and the line manager and witnesses may be called to provide evidence.

4.3
The member of staff should attend the Panel, but the Panel may proceed in their absence where the Panel considers that such absence is unreasonable in the circumstances.

4.4
The Panel’s reasoned decision will be issued by the Personnel Manager (or nominee) in writing and shall normally be provided to the member of staff within 10 working days, of the decision being reached. The decision will include the proposed action to deal with the grievance and the right to appeal. 

4.5
A member of staff intending to appeal the decision of the Panel shall notify the Director of Human Resources in writing, within ten working days from the date that they were notified of the Panel’s decision, setting out the grounds of the appeal.

5 Appeal

5.1 An Appeal Hearing will normally be held no later than twenty working days from the date on which the appeal was lodged.

5.2
Appeal Panels shall be established by the Personnel Manager (or nominee) and shall consist of three persons, none of whom shall previously have had any involvement with the case and each of whom has consented to act:

(i) A  Chair drawn from a list approved by the Senate.

(ii) One person drawn from a list approved by the Academic Council in the instance of a Panel considering the case of a member of the academic or research staff, or  a member of University Operating Board in the instance of a Panel considering the case of any other member of staff falling within the scope of Statute XIII.

(iii) One person nominated by the Registrar and Chief Operating Officer.

Any relevant Health Trust or other relevant body may be represented on any Panel convened under this regulation to deal with a member of the clinical academic staff falling within clause 17(1) of Statute XII and the Panel shall be enlarged for this purpose.

5.3 
The Personnel Manager (or nominee) will notify the member of staff in writing of the hearing normally giving five working days’ notice and of their right to be represented by a University colleague or representative of a recognised trade union. Relevant documentation will be provided normally three working days prior to the appeal hearing.  

5.4 At the hearing, the Panel will receive evidence from the appellant, line manager(s) and any relevant witnesses if it deems it appropriate.  Without good cause new grievances cannot be considered at this stage nor can evidence, which in the view of the Panel could have been made available at an earlier stage. 
5.5 The Appeal Panel’s reasoned decision will be issued by the Personnel Manager (or nominee) in writing and shall normally be provided to the appellant within ten working days of the decision being reached.  The Panel may uphold or revoke the original decision and will recommend further action, if appropriate, to the Director of Human Resources.

5.6  
The decision of the Appeal Panel shall be final.
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