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Grievance Policy & Procedure

Statement of Policy
As part of its overall commitment to equality of opportunity, Streetwise CIC is fully committed to promoting a good and harmonious working environment where every employee is treated with respect and dignity and in which no worker feels threatened or intimidated because of his or her religious beliefs, political opinion, sex, martial status, disability or race.* 
* Please also see Streetwise Equal Opportunities Policy

Objective of this Procedure

The Objective of the Grievance Procedure is to provide an opportunity for employees to have their grievances examined quickly and effectively, and to have it resolved at the earliest opportunity.  All complaints will be dealt with seriously, promptly and confidentially.  This procedure provides a means for you, our employees, to raise your concerns with us about work-related problems; such as decisions about pay, benefits and holidays, or about health and safety, or about how you have been treated by a co-worker or manager. The procedure may also be used to raise concerns about incidents of discrimination, harassment or bullying.
We strongly encourage you to use this procedure, as it will provide us with an opportunity to try to resolve your problems simply, quickly and fairly
 

This procedure does not remove the informal mechanism of normal communication between staff and management to resolve day-to-day problems.  The formal mechanism will be engaged only to resolve issues that have broken down between both parties.

Do not hesitate to ask us for any assistance that you might need when using this procedure: for example, if you are a disabled person or a migrant worker and you require some help in writing a grievance letter, or if you require a sign language interpreter or other kinds of help to take part in a meeting. We will make efforts to provide reasonable assistance
	NOTE: This procedure does not replace your rights to also pursue complaints to an Industrial Tribunal, the Fair Employment Tribunal or to the courts where appropriate. If you wish to consider that option you may obtain advice from the Equality Commission in relation to incidents of discrimination or harassment (telephone: 028 90 500 600), or from the Labour Relations Agency in relation to incidents of bullying or about concerns relating to other employment rights (telephone: 028 90 321 442).


In the First Instance:

Informal Discussions

If the employee has a grievance relating to their employment they should in the first instance discuss it informally with the immediate/Line Manager.  It is hoped that the majority of concerns will be resolved at this stage.

If the situation is not resolved at this stage, the Grievance Procedure takes place as follows.
Stage 1

If the employee feels the matter has not been resolved through informal discussions, the grievance should be put in writing to his/her immediate/Line Manager/Board  Member (as appropriate). Set out brief details of what concerns you and explain how you believe it may be resolved.

Stage 2: 

On receiving the written notice of the grievance, the relevant manager/trustee will invite you to a meeting within 5 working days in an endeavour to resolve the matter. We will normally aim to hold the meeting as soon as possible, but otherwise without unreasonable delay. The employee may be represented or accompanied at this meeting by a fellow worker of your choice or a trade union official.

Stage 3:
At the meeting, the relevant manager/trustee will seek further information from you. This is your opportunity to give further details about your grievance and to make suggestions for how it may be resolved.

There may also be a need to investigate your grievance further; for example, to interview witnesses or to make other enquiries. If so, the meeting may have to be adjourned to allow for this. The manager may need to speak to you again as the investigation proceeds.

Harassment, bullying or other misconduct allegations *

Where the grievance concerns an allegation of harassment, bullying or of other misconduct against another person, you will be informed that that person has the right to a fair hearing, including the right to have an opportunity to defend the allegation.

The manager/trustee will also consider and discuss with you whether special measures are required to ensure that you and the other person avoid having further contact with each other while the complaint is being investigated

* Please also see Streetwise Harassment Policy & Procedures
Stage 4
This step will be followed where the grievance concerns an allegation of harassment, bullying or other misconduct against another employee or manager.

Following the meeting with the aggrieved employee, the manager/trustee will meet with the other person against whom the complaint is made to-

· Outline the nature of the allegation that has been made;

· Confirm that it is being handled as a formal grievance;

· Give him or her an opportunity to answer the allegation;

· Inform him or her that the matter will be investigated further;

· Inform him or her of the next steps under both the grievance and disciplinary procedures and the possible disciplinary action that may be taken should the allegation be proven;

· Inform him or her of the need to avoid contact (or, of any steps to be taken to avoid contact) with the aggrieved employee until the matter is resolved.

Stage 5

Having obtained all relevant information, the manager/trustee will consider whether the facts support the grievance and, if so, what disciplinary action, if any, needs to be taken, or whether other action is warranted.  If further action is warranted the manager/trustee will at this point inform the Board of Directors and consult with them toward a final decision in the matter.
As soon as possible afterwards, you will be informed about the outcome of the investigation. This will be done in a meeting, if possible, and will be confirmed in writing

Any person affected by the findings of the investigation, particularly any employees against whom allegations of harassment, bullying or other misconduct were made, will be informed about the outcome of the investigation too. This will be done in a meeting, if possible, and will be confirmed in writing.

If the matter is not resolved to your satisfaction, you should put your grievance in writing to your employer or authorised deputy.  You will be entitled to have a meeting with your employer or his/her authorised deputy to discuss the matter.  The employer or authorised deputy will give his/her decision within 7 working days of the grievance being received.

In all matters resulting in disciplinary action such as suspension or termination of contract, all decisions made will be subject to Board Approval.
The employer’s decision is final.

Employees’ Rights

This procedure does not replace or detract from the rights of employees to pursue a complaint under the sex discrimination/race relations/disability discrimination legislation to an industrial tribunal in the case of sexual harassment/racial harassment/harassment on grounds of disability, and under the fair employment legislation to the Fair Employment Tribunal in the case of sectarian harassment.  

Every effort will be made to ensure that employees making complaints and others who give evidence or information in connection with the complaint, will not be victimised.  Any complaint of victimisation will be dealt with seriously, promptly and confidentially.  Victimisation will result in disciplinary action and may warrant dismissal.
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