	GRIEVANCE PROCEDURE

If an employee has any questions or grievances relating to any aspect of their employment, including in relation to data protection, they may seek redress in the following manner:-
1. In the first instance the employee should refer the grievance orally to their line manager in order to seek to resolve the matter informally.  This should be done without unreasonable delay.
2. If the grievance is not informally resolved or if the employee considers that they have not been fairly treated, the employee may apply in writing to their line manager, and the matter will be dealt with as a formal grievance.  A meeting will take place with the employee to discuss the grievance.  
3. If the grievance is not thereby resolved or if the employee considers that they have not been fairly treated, the employee may appeal within 5 working days.  An appeal meeting will then take place with the employee the outcome of which shall be final.
PROCEDURE
4. When an employee raises a formal grievance;
4.1 A hearing will then be arranged to discuss the grievance without unreasonable delay after a grievance is received. At the meeting, the employee will be allowed to explain their grievance and how they think it should be resolved. Consideration should be given to adjourning the meeting for any investigation that may be necessary.
4.2 It will be investigated without undue delay.  The employer will, as soon as reasonably practicable, establish the facts and, where appropriate, obtain statements from any available witnesses.    
4.3 At any hearing the employee may be accompanied by a colleague or trade union representative of their choice.
4.4 The employee will be informed in writing of the outcome and the reasons for such outcome. 
4.5 Such response will be issued no later than 10 days following the conclusion of the investigation.  If for any reason it is not possible to respond within this time scale the employee will be given an explanation for the delay and will be told when they will receive a response. 
5. RIGHT TO APPEAL
5.1 	Where an employee feels that their grievance has not been satisfactorily resolved they should appeal. They should let their employer know the grounds for their appeal without unreasonable delay and in writing.
5.2 	Appeals should be heard without unreasonable delay and at a time and place which should be notified to the employee in advance.
5.3	The appeal should be dealt with impartially and wherever possible by a relevant person who has not previously been involved in the case.
5.4	Workers have a statutory right to be accompanied at any such appeal hearing.
5.5	The outcome of the appeal should be communicated to the employee in writing without unreasonable delay.
There is no further right of appeal. 



