Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Grievance Procedure
1. General Principles

This Grievance Procedure exists to ensure that any problems or issues that a staff member or volunteer may wish to raise at Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) are dealt with as effectively as possible. At all stages in the Procedure, the employee or volunteer may be accompanied, and represented, by another person of his or her choice, such as a friend or a trade union representative.

2. Procedure
Most grievances can be dealt with very simply at the time. If an issue has come up, speak to a member of staff and the problem can usually be resolved happily, there and then.

If an employee or volunteer has a grievance that concerns another member of staff or another volunteer, the employee or volunteer should talk to them first to try to resolve any problems informally. If this is not appropriate, the employee or volunteer should raise the matter with their line manager.
A formal grievance submitted in writing should include:

· The specific grounds of the grievance.

· Possible solutions/remedies to the grievance to aid resolution.

· The name(s) of any individual(s) the grievance is against.

The line manager will investigate the grievance, and discuss with the employee or volunteer what action, if any, to take. Wherever possible, an answer will be given within five working days of the matter being raised.

If the employee or volunteer agrees with the proposals made, this will be the end of the matter.

If the employee or volunteer does not agree, or if the line manager is unable to deal with the matter, then it will be referred to the CDGNS Management Committee for consideration (excluding anyone involved with the grievance). Wherever possible, any referral will take place within five working days of the original complaint, or of the proposals in the preceding paragraph being made. The decision of the Management Committee will be final.

At any meetings held, the employee or volunteer has the right to be accompanied, and represented, by a person of their choice such as a colleague or a trade union representative.

3. Raising a Grievance after Employment has Ended

An ex-employee who has a grievance regarding their employment may raise it after they have left our employment, providing that the grievance matter has not already been dealt with under this procedure previously.

The time limit for submitting grievances after employment has ended is 4 weeks.

The former employee should put their grievance in writing to the Manager, who will investigate in line with this procedure.
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