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Director of  Human Resources and Legal 
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PURPOSE The purpose of this policy is to make 
definitions and agree procedures to deal 
with staff grievances. 
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0-8C GRIEVANCE POLICY AND PROCEDURE  

1. POLICY 

It is the College's policy that staff grievances should be dealt with fairly and promptly, 
and at the level of management at which a resolution is most appropriate. 

2. SCOPE 

2.1 This procedure applies to all employees of Newham College London other 
than 'holders of senior posts' as defined in the College's Articles of 
Governance. It does not apply to employees of subsidiary companies. Its 
purpose is the resolution of disputes between individual employees and the 
College, related to the application of employees' conditions of service, and 
College policies, rules and regulations. 

2.2 The following items are specifically excluded from this procedure: 

2.2.1 Disciplinary matters (for which a separate procedure exists) 

2.2.2 Matters which have agreed procedures for resolution 

2.2.3 Any matter for which the College is not directly responsible and/or 
over which it does not exercise control, including: 

(a) Superannuation and superannuation rights administered by a 
third party; and 

(b) Income tax and National Insurance matters. 

If you require further information about the above please, in the first 
instance, contact the Directorate of Human Resources. 

2.3 This policy is not intended to provide a mechanism for employees to question 
College policies, rules and regulations, nor the decisions of managers in 
implementing these. A grievance is legitimate where the employee has 
grounds to believe that policies, rules and regulations have not been properly 
or consistently applied. With this in mind, the following procedure has been 
agreed.   

2.4 It is acknowledged that employees who have a grievance or those against 
whom a grievance is raised, have the right to be represented by a Trade 
Union Representative or a work-based colleague (who is also an employee of 
the College), provided the person agrees to abide by the procedural rules and 
confidentiality. 
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3. THE PROCEDURE 

3.1 Informal Resolution 

It is an absolute condition for entering the formal procedure that the employee 
must have sought to resolve the matter through the normal working and 
professional relations and channels of communication. Equally, it is expected 
that managers will have provided reasonable opportunity to resolve informally 
any grievances with employees. Where, in the opinion of the Director of 
Human Resources & Legal Services inadequate use has been made of such 
opportunities, the grievance will be referred back to this stage with an 
instruction to the relevant line manager to ensure that the informal stage is 
complied with.  

If necessary, the employee should raise their concerns with the appropriate 
manager in writing, stating any concerns and the remedy sought. Managers 
should normally deal with such correspondence within five working days.  

Where the grievance involves an allegation of harassment or discrimination 
on the grounds of race, religion or belief, gender, transgender, disability, age 
or on the grounds of sexual orientation; the employee can consult the Director 
of Human Resources & Legal Services if they do not wish to raise the matter 
direct with the employee concerned. It is possible for the Director of Human 
Resources & Legal Services to recommend to the Principal that the matter be 
referred direct to the formal stage, or be dealt with under the Disciplinary 
Procedure. 

3.2 Formal Procedure  

STAGE 1 (grievance) 

The employee with a grievance which cannot be resolved informally should 
complete a Grievance Form (copy attached) and forward this to the Director 
of Human Resources & Legal Services. The Grievance Form must be 
completed in full including a summary of their case and the specific redress 
they are looking for, and the meeting will not take place until the form has 
been completed. Further advice can be sought from the Human Resources 
Directorate. 

The College will appoint entirely at its own discretion a designated officer to 
respond to the employee’s grievance. This officer will be provided with 
technical and professional assistance as considered necessary for the 
representation of the College’s case. 

The manager hearing the grievance will hold a meeting within 10 working 
days with the employee. If the grievance involves another member of College 
staff, the manager hearing the grievance shall, at their discretion, be entitled 
to involve the other individual in the meeting. 
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At least five working days before the grievance meeting, the employee must 
provide to the manager hearing the grievance and the Human Resources 
Directorate, a full set of documents they will be referring to, together with a list 
of witnesses. It is the responsibility of the employee to ensure that their 
witnesses can attend the meeting if called. The employee should also state 
whether they will be accompanied and by whom.  

The manager hearing the grievance will normally communicate their decision 
within five working days of the meeting. The employee has a right of appeal 
against this decision. 

 

STAGE 2 (appeal) 

To exercise the right of appeal, the employee should write to the Director of 
Human Resources & Legal Services stating the grounds of appeal in detail, 
within five working days of receiving the decision at Stage 1. Appeals may be 
made on the following grounds only and the details of these grounds must be 
expressly stated in any appeal letter: 
• the grievance procedure has not been followed; and/or  
• the employee contends that the proposed remedial steps (where any part 

of the grievance is upheld) are inappropriate; and/or  
• new information has become available, which was not available at the 

time of the original hearing, and that evidence is relevant to the 
determination of the grievance. 

 

A manager will be identified to deal with the appeal.  As far as reasonably practicable, this 
manager will be more senior than the manager who dealt with the grievance at Stage 1. 

The manager dealing with the appeal will hold a meeting within 10 working days with the 
employee and their Trade Union Representative or work-based colleague, and the manager 
who held the original grievance meeting. This is the final stage of the grievance procedure 
and the decision reached will be final. The decision will normally be communicated to the 
employee within five working days of the meeting.   

There is no right of appeal to the Governing Body. 

4. GENERAL NOTES 

4.1 Before raising a grievance the employee may if they wish, discuss the matter 
with the Director of Human Resources & Legal Services or their 
representative. This right will continue at any stage during the formal 
procedure. 

4.2 It is expected that the manager hearing the appeal will have offered the 
employee a date to hear the grievance within the relevant time frame. If 
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however, a hearing is not held within the time limit as a result of the 
employee's request or unavoidable absence or unavailability of the manager 
or for other legitimate reasons which render it not reasonably practical to hold 
the meeting within the usual time frame, then the grievance shall remain at 
that stage until the grievance is heard. 

4.3 The time limits expressed above should be regarded as the normal maximum 
time (having regard to local circumstances), which will be required at each 
stage, and will run from the date the manager responsible for hearing the 
grievance receives the Grievance Form. If a grievance is identified as 
requiring a referral to the next stage, then this should be done as speedily as 
possible. 

4.4 The aim should be to have an overall limit on time of 5 weeks. However any 
extension to these time limits may be agreed at any stage without prejudice to 
subsequent stages, by mutual agreement, if it is not possible to arrange a 
meeting with all the individuals concerned within the time limit, or for another 
agreed reason.  

4.5 At each stage the employee has a right to either present their grievance alone 
or be accompanied by a Trade Union Representative or a work-based 
colleague, who is also an employee of Newham College. 

4.6 At the completion of each stage the designated manager hearing the 
grievance will confirm the outcome of the meeting in writing within the 
relevant time frame. They will refer the employee to the Directorate of Human 
Resources if they need advice or assistance. 

4.7 A copy of the Grievance Form shall be held on the personal file of the 
employee making the complaint with the detailed notes and papers being held 
separately. A copy of the Form shall also be placed on the personal file of 
staff against whom any complaint is made. All forms shall be removed if the 
grievance is not upheld. The individual shall have the right to lodge their 
comments on the outcome which will be filed with all other papers. 

4.8 In normal circumstances the following outcomes will be available: 

(a)  the grievance is upheld and the relevant manager is recommended to 
implement the remedy sought by the employee; 

(b)  the grievance is upheld but the relevant manager is recommended to 
implement another remedy, or to propose an alternative 
decision/course of action; 

(c)  the grievance is not upheld. 

4.9 The efficient operation of this procedure shall depend on managers making 
sound judgements based upon reasonable belief. 
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4.10 Where College management has reason to believe that an employee is using 
this procedure for malicious purposes (e.g. to harm the reputation or position 
of a manager without reasonable supporting evidence or proof), the matter 
may be referred to the Director of Human Resources & Legal Services for an 
investigation under the terms of the Disciplinary Procedure. 

4.11 The declaration of a grievance may result in the Director of Human 
Resources & Legal Services recommending that the matter be transferred to 
a disciplinary investigation. Where this occurs the grievance procedure shall 
be suspended until the disciplinary investigation, and any subsequent 
procedure have been concluded. At this stage the Director of Human 
Resources & Legal Services will review whether the grievance should still 
proceed. 

5. REVIEW 

 The Directorate of Human Resources, in conjunction with relevant parties, will review 
this policy on a regular basis in accordance with legislative developments and the 
need for good practice. 

6. GENERAL 

 This policy is to be read cross-referenced with all relevant College and service 
delivery policies. 
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Grievance Form 
 
This form should be sent to the Directorate of Human Resources 
 
Before completing this form please read the notes overleaf. 
 
Please type or write legibly in black ink.  
 
 
 
Details of employee with complaint (complete in block capitals) 
 
Name 
 

 
 
Job Title                                                     Faculty/Department 
 

 
 
Details of representative, if applicable (complete in block capitals) 
 
Name 
 

 
Address 
 

 
                                                                   Telephone number 
 

 
Organisation                                               Office held 
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Nature of grievance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Remedy sought 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Details of employee against whom the grievance is issued (complete in block capitals 
 
Name             
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Job Title                                                        Faculty/Department 
 

Signature of employee with the complaint 
 
Signed (employee)                                        Date 
 

 
 
To be completed by the Directorate of Human Resources 
 
Date received by the Directorate of Human Resources 
 

 
 
 
 
Notes 
 

1. Before pursuing a grievance it is important that you read the College’s Grievance 
Policy and Procedure which is available from either your Directorate Office, the 
Directorate of Human Resources or the College Intranet. 

 
2. In order that full consideration can be given to the grievance it is important that you 

set out only the pertinent facts clearly and concisely. 
 

3. You must forward the completed form to the Head of Human Resources and Legal 
Services who will respond to you as soon as possible detailing how your grievance 
will be managed.  

 
4. The time limit specified in the grievance procedure will run from the date that the form 

is received by Human Resources. 
 

5. The Head of Human Resources and Legal Services will make all the necessary 
arrangements for the grievance to be progressed. 
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