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Grievance Policy & 
Procedure 
 
 

Wokingham Borough Council believes that all employees should be treated fairly and with respect & 
dignity. All complaints will be treated seriously and will be investigated promptly, efficiently and in 
confidence. 
 
If the grievance is in relation to bullying or harassment, this policy should be read in conjunction with 
the policy on Dignity at Work 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.google.co.uk/url?url=http://www.ehow.com/how_8578786_write-letter-against-grievance-work.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=Uy_JU-uyMKrG7AbQvoDIDA&ved=0CDQQ9QEwDzgU&usg=AFQjCNEqmcCWDdVPXodBjV42SctaHF90nA
http://www.wikihow.com/images/8/83/File-a-Grievance-Step-3.jpg
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Process Flow 
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Scope 
 

This policy covers grievances and complaints against and by managers, employees, contractors, agency 
staff and anyone else engaged to work at Wokingham Borough Council, whether by direct contract with 
the Council or otherwise. If the complainant or subject of the complaint is not employed by the Council, 
e.g. if the worker's contract is with an agency, this policy will apply with any necessary modifications 
such as that the Council could not dismiss the worker but would instead require the agency to remove 
the worker, if appropriate, after investigation and disciplinary proceedings. 
 

Chief Executive, S151 Officer & Monitoring Officer  
Should one of the above mentioned officers raise a grievance this will be managed in accordance with 
the Chief Executive Disciplinary, Capability and Grievance policy and procedure set down at that time. 
 

Introduction 
 
Wokingham Borough Council believes that all employees should be treated fairly and with respect & 
dignity. If you are unhappy about the treatment that you have received or about any aspect of your 
work, you should discuss this with your line manager, who will attempt to resolve the situation on an 
informal basis. If you feel unable to approach your line manager directly, you should approach their 
line manager who will discuss ways of dealing with the matter with you and can access Coaching in 
order to work through the key issues.  The Council will treat all complaints of bullying & harassment 
seriously and will investigate them promptly, efficiently and in confidence. 
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Where attempts to resolve the matter informally do not work, it may be appropriate for you to raise a 
formal grievance. A formal grievance should be concerned with the way in which you have been treated 
by the Council or managers/employees acting on its behalf. Complaints that amount to an allegation of 
misconduct on the part of another employee will be investigated and dealt with under the disciplinary 
policy and you will be informed of what action is being taken. 
 
Grievances may be concerned with a wide range of issues, including the allocation of work, your 
working environment or conditions, the opportunities that you have been given for career 
development or the way in which you have been managed, or in relation to bullying and/or harassment.  
However, in circumstances where a grievance is raised by more than one complainant it is appropriate 
to resolve the problem through collective agreements between the trade union and the Council. 

This policy should be read in conjunction with the Council's Dignity at Work policy which aims to ensure 
that no employee or other worker within the Council is subjected to any form of harassment or bullying.  

Things to be aware of 
 
Complaints that you may have about any disciplinary action taken against you, should be dealt with as 
an appeal under the disciplinary procedure. 
 
Grievances raised while you are subject to disciplinary proceedings will usually be heard only when the 
disciplinary process has been completed. In so far as a grievance has any bearing on the disciplinary 
proceedings, it can be raised as a relevant issue in the course of those proceedings. 
 
Where a grievance is raised and, after investigation, is found to have been made maliciously, 
disciplinary action will be taken against the person making the false complaint and may result in 
dismissal. 

The Council regards all forms of harassment and bullying as serious misconduct, and any employee who 
is found to have harassed or bullied a colleague will be liable to disciplinary action up to and including 
summary dismissal. 

The right to be accompanied 
 
You have the right to be accompanied by a fellow employee or trade union official at any grievance 
meeting or subsequent appeal. The trade union official need not be an employee of the Council, but if 
they are not a fellow employee or an employee of their union, they are required to be certified by the 
union as being experienced or trained in accompanying employees at grievance hearings. 
 
The choice of companion is a matter for you to consider. Please note that individual employees are not 
obliged to agree to accompany you. Companions will be given appropriate paid time off to allow them 
to accompany colleagues at a grievance hearing or appeal hearing. 
 
At any hearing or appeal hearing, your chosen companion will be allowed to address the meeting, 
respond on your behalf to any view expressed in the hearing, and sum up the case on your behalf. 
However, both the hearing and appeal hearing are essentially meetings between the employer and 
you, so any questions put directly to you should be dealt with by you and not your companion. 
 
Where the chosen companion is unavailable on the day scheduled for the meeting or appeal, the 
meeting will be rescheduled, provided that you can propose an alternative time within five working 
days of the scheduled date. 
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The right to report harassment/bullying 
 
Employees have an absolute right to complain if they are treated in a manner that they believe 
constitutes harassment or bullying. This will include behaviour that has caused offence, humiliation, 
embarrassment or distress. Apart from complaints about the behaviour of colleagues, employees have 
the right to complain if they believe that they have been bullied or harassed by a third party, for 
example a customer, client or supplier. Employees who raise a genuine complaint under this policy will 
under no circumstances be subjected to any unfavourable treatment or victimisation as a result of 
making a complaint. 

However, if it is established that an employee has made a deliberately false or malicious complaint 
against another person about harassment or bullying, disciplinary action will be taken against that 
employee. 

Any employee who witnesses an incident that they believe to be the harassment or bullying of another 
member of staff should report the incident in confidence either to their line manager or to Human 
Resources. The Council will take all such reports seriously and will treat the information in strict 
confidence as far as it is possible to do so. 

Accessibility 
 
If any aspect of the grievance procedure causes you difficulty on account of any disability that you may 
have, or if you need assistance because English is not your first language, you should raise this issue 
with Human Resources, who will make appropriate arrangements. 
 

Record keeping 
 
It is important that you keep records of the events leading up to the complaint. This may include: 
• Diary of events leading up to the complaint 
• What you may have tried to mitigate the issue (e.g. conversations with your manager, 

mediation etc.) 
 

Data Protection 
 
The Council will maintain records of investigations into formal grievance complaints and alleged 
incidents of harassment or bullying, the outcome of the investigations and any corrective or disciplinary 
action taken. These records will be maintained in confidence and in line with the provisions of Data 
Protection legislation and the Council’s Privacy Notices. 
 

Conducting the grievance procedure 
 
The Council recognises that a formal grievance procedure can be a stressful and upsetting experience 
for all parties involved. Everyone involved in the process is entitled to be treated calmly and with 
respect. The Council will not tolerate abusive or insulting behaviour from anyone taking part in or 
conducting grievance procedures and will treat any such behaviour as misconduct under the 
disciplinary procedure.    
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Responsibility on line managers to deal with complaints 
 
Managers who receive a complaint under the grievance procedure have a duty to investigate the 
matter thoroughly and objectively and to take corrective action. Line managers should be responsive 
and supportive towards any employee who raises a genuine complaint.   

 

Informal complaint 
 
The first thing to do is raise your concerns with your manager, or if they are part of your concern, then 
your manager’s manager.  They will discuss the concern with you and seek to identify possible ways of 
finding a resolution.   
 

Mediation 
 
It may be appropriate for the matter to be dealt with by way of mediation, depending on the nature of 
your grievance. This involves the appointment of an internal, fully trained mediator, who will discuss 
the issues raised by your grievance with all of those involved and seek to facilitate a resolution. The 
Mediator will be someone that does not have day to day working relationships with any of the parties 
involved and be entirely confidential.  Mediation will be used only where all parties involved in the 
grievance agree. 
 

Formal grievance procedure 

Making the complaint 
The first stage of the grievance procedure is for you to put your complaint in writing using the form on 
the Grievance page of the Intranet. This written statement will form the basis of the subsequent hearing 
and any investigations, so it is important that you set out clearly the nature of your grievance and 
indicate the outcome that you are seeking using the Formal Grievance Request form. If your grievance 
is unclear, you may be asked to clarify your complaint before any meeting takes place. 
 
Your complaint should be headed "Formal grievance" and sent to your line manager. If your complaint 
relates to the way in which your line manager is treating you, the complaint may be sent to your line 
manager’s manager. 
 
Further attempts may be made to resolve the matter informally, depending on the nature of your 
complaint. However, if you are not satisfied with the outcome, you may insist on the matter proceeding 
to a full grievance hearing. 
 
All complaints of bullying and harassment will require a full investigation.  However, in regard to other 
complaints, before proceeding to a full grievance meeting, it may be necessary to carry out 
investigations of any allegations made by you, although the confidentiality of the grievance process will 
be respected. If any evidence is gathered in the course of these investigations, you will be given a copy 
long enough in advance of the hearing for you to consider your response. In exceptional circumstances, 
the evidence given by individuals may have to remain confidential. Where confidentiality is necessary, 
this will be explained to you and an appropriate summary of the evidence gathered will be given to 
you. 
 



Page 7 of 8 
PROTECTIVE MARKING: UNCLASSIFIED 

 

You cannot add further grievances during the procedure. If you raise additional unrelated grievances 
at a later stage in the procedure these must be referred back to the informal stage of the process. 

Full Investigation (where applicable) 
Where an investigation is required it will be carried out by a manager from a different service who has 
had the appropriate training and if required they may be accompanied by a note taker. In the cases of 
grievances raised with regard to bullying and harassment, an investigation will always take place. 
 
Individuals being interviewed will be sent notes of the interview for comment/observations. The 
investigating manager will be provided with all the documentation relating to the grievance and a 
timescale for completing the investigation will be agreed between the manager and investigator, and 
communicated to you.  
 
All employees interviewed in the course of an investigation have a right to be accompanied during 
interviews by a Union or work colleague. To ensure all employees have equal treatment they may not 
request a member of the legal team, Human Resources or Section 151 Officer to accompany them to 
an investigation interview unless they are a member of their team. 

The Council reserves the right, at its discretion, to suspend any employee who is under investigation 
for a temporary period whilst investigations are being carried out. Such suspension will be for as short 
a time as possible and will be on full pay. 

Any employee accused of harassment or bullying will be informed of the exact nature of the complaint 
against them and afforded a full opportunity to challenge the allegations and put forward an 
explanation for their behaviour in a confidential interview, with a companion present if they wish. No 
employee will be presumed guilty following an allegation of harassment or bullying against them.   

Employees interviewed in the course of an investigation can access support by way of Coaching or 
Counselling. 
 
The investigating manager will write a report and present the findings and conclusions based on the 
evidence to the manager who requested the investigation. 

The grievance meeting 
A grievance meeting will normally be arranged, although in some cases a decision on the grievance 
may be made by reviewing the investigation findings.  For example, in cases relating to bullying and / 
or harassment where the manager receiving the investigation findings has grounds to believe that 
holding a meeting in person would be unreasonably distressing for one or both parties.    
 
The meeting will be held as soon as is reasonably practicable and, subject to any need to carry out prior 
investigations, within five working days of the receipt of your written complaint.  It will be conducted 
by your line manager and attended by a note taker. At the meeting, you will be asked to explain the 
nature of your complaint and what action you feel should be taken to resolve the matter. Where 
appropriate, the meeting may be adjourned to allow further investigations to take place. 
 
You should ensure that you attend the meeting at the specified time. If you are unable to attend 
because of circumstances beyond your control, you should inform your line manager as soon as 
possible. If you fail to attend without explanation, or if it appears that you have not made sufficient 
attempts to attend, the hearing may take place in your absence. 
 
While you will be given every opportunity to explain your case fully, you should confine your 
explanation to matters that are directly relevant to your complaint. Focusing on irrelevant issues or 
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incidents that took place long before the matters in hand is not helpful and can hinder the effective 
handling of your complaint. The manager conducting the meeting will intervene if they think that the 
discussion is straying too far from the key issue. The manager may also intervene to ensure that the 
meeting can be completed within a reasonable timeframe, depending on the nature and complexity of 
your complaint. 

Decision 
Following the meeting, or upon review of the investigation findings if a meeting is not held, you will be 
informed in writing of the outcome within five working days and told of any action that the Council 
proposes to take as a result of your complaint. You may discuss this outcome informally with your 
manager. 
 
If you are dissatisfied with the outcome, you may make a formal appeal. 

Appeal 
Your appeal should be made in writing to the manager who conducted the initial grievance hearing. 
You should clearly state the grounds of your appeal, i.e. the basis on which you say that the result of 
the grievance was wrong or that the action taken as a result was inappropriate. This should be done 
within five working days of the written notification of the outcome of the grievance. An appeal meeting 
will be arranged to take place within five working days of the submission of your formal appeal. 
 
You should ensure that you attend the meeting at the specified time. If you are unable to attend 
because of circumstances beyond your control, you should inform your line manager of this as soon as 
possible. If you fail to attend without explanation, or if it appears that you have not made sufficient 
attempts to attend, the hearing may take place in your absence. 
 
The appeal hearing will be chaired by the next level of management, be independent from the original 
grievance, and attended by a Human Resources representative and Note taker.  The chair will consider 
the grounds that you have put forward and assess whether or not the conclusion reached in the original 
grievance hearing was appropriate. The appeal is not a rehearing of the original grievance, but rather 
a consideration of the specific areas with which you are dissatisfied in relation to the original grievance. 
The manager conducting the appeal may therefore confine discussion to those specific areas rather 
than reconsider the whole matter afresh. 
 
Following the appeal meeting, you will be informed of the outcome within five working days. The 
outcome of this meeting will be final.  
 
 

Further information 
 

A Guide for Managers on how to deal with a grievance or complaint of bullying and/or harassment, 
the accompanying investigation, relating policies, template forms and letters for both managers & 
employees are available on the Intranet. 
 


