INGHAM AND CAMMERINGHAM VILLAGE HALL - GRIEVANCE POLICY & PROCEDURE:


It is Ingham and Cammeringham Village Hall Committees’ policy to encourage open communication throughout the workplace and where Employees and/or Trustees/Volunteers have concerns (about work issues or how they are treated) that they discuss these with the Chair.  It is however recognised that on occasions Employees and/or Trustees/Volunteers may consider it necessary to address issues more formally and where this is done, it is Ingham and Cammeringham Village Hall Committees’ policy to ensure the issues are considered and appropriate action taken as speedily as possible.

The aim of this policy is to enable Employees and/or Trustees/Volunteers to feel confident that in bringing reasonable grievances to their Chair’s attention that they will be dealt with fairly and appropriately.  Nevertheless, where Employee(s) and/or Trustees/Volunteer(s) raise unfounded allegations maliciously the Employee(s)/Trustee or Volunteer will be dealt with under Ingham and Cammeringham Village Hall Committees’ Disciplinary Policy and Procedure.

1. Definition

For the purposes of this policy a grievance is considered to be where a perceived wrong, causes an Employee and/or Trustee/Volunteer to feel resentment and therefore considers they have a cause for complaint which has not been dealt with during regular reviews and management.  This policy is not intended to cover issues arising out of reorganisation, redundancy or where other specific policies apply e.g. discipline, attendance.

2. Principles & Procedure

a) Any perceived harassment should normally be dealt with under the appropriate policy and procedure.
b) At each stage of the procedure, an Employee and/or Trustee/Volunteer may be accompanied by a colleague from Ingham and Cammeringham Village Hall Committee or a union representative.
c) Where Employees and/or Trustee/Volunteers have an issue that could be deemed a grievance they should in the first instance discuss the matter with the Chair in order to resolve the matter informally.  This is the first stage. If this grievance is with regards to the Chair, this must be reported to the Vice Chair
d) Where Employees and/or Trustee/Volunteers do not consider that their issue has been resolved satisfactorily, or where the issue concerns the Chair and they do not feel able to discuss it with them, they may raise the matter in writing with the Vice Chair.  This is the second stage and should normally be done in writing.
e) On receipt of a second stage grievance, the Chair will arrange to meet with the Employee and/or Trustee/Volunteer making the grievance in order to discuss the matter.  This meeting will wherever possible be held within ten working days of the Chair receiving notice of the grievance.
f) Once the Chair has met with the Employee and/or Trustee/Volunteer with the grievance they will normally respond to them within a further seven working days indicating what action has or will be taken.  It should however be noted that where others are involved it may not be appropriate to give full details e.g. of a disciplinary penalty invoked.
g) Where Employees and/or Trustee/Volunteers do not consider even after completion of the second stage that the matter has been satisfactorily resolved, they may raise the matter with the whole Village Hall Management Committee. This is the third stage and should normally be done in writing.
h) A nominated sub-committee will be formed and will review the procedure that has been followed and where appropriate meet with those involved, normally within ten working days of receipt of the grievance.  A response will then be sent to the Employee, Trustee or Volunteer with the grievance, normally within a further seven working days, giving a conclusion and the reasons for this.
i) The decision at the third stage will be final.
j) Employees, Trustees or Volunteers have the right to be accompanied by a colleague or a union representative and should normally indicate who this will be when giving notice of their wish to precede at each stage.

3. Roles and Responsibilities

a) It is the role of Employees and/or Trustee/Volunteers to ensure that wherever possible that they seek to resolve issues informally at an early stage.  Employees and/or Trustees/Volunteers are also responsible for ensuring that they do not seek to use this procedure to challenge everyday management and decisions.
b) The role of the management committee is to ensure that they take Employees and/or Trustee/Volunteers issues/grievances seriously and take appropriate action in a timely fashion.
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