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KEY POINTS OF THIS POLICY: 
 
This policy will inform employees and guide managers through the process for grievances and 
collective grievances.  
 
The associated Grievance Managers Toolkit includes a flowchart, standard wording for letters 
and templates used in the process. The policy, guide and toolkit should be supplemented with 
advice from HR as required: HR can also advise throughout the process. 
 
This policy is designed for employees to address and resolve problems or concerns about their 
work, working conditions or relationships with colleagues.  
 
The policy is aimed to ensure the fair, early successful resolution of concerns raised by Trust 
employees where it has not been possible to settle the difference with the immediate 
supervisor/line manager.  
 
The Trust is committed to ensuring that its employees have an equal opportunity to benefit 
from a fair and inclusive process which is in line with its values. 
 
The policy applies to all employees of the Trust.  Employees will have an equal opportunity to 
benefit from a fair and inclusive process. Adjustments will be made as required in accordance 
with the Equality Act 2010. 
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1. INTRODUCTION 
 
1.1 This policy applies to all employees employed by the Royal Devon & Exeter NHS 

Foundation Trust (hereafter referred to as “the Trust”) and, where applicable, to 
secondees and contractors. It is intended to deal with individual employee 
grievances or a collective grievance, shared by a group of employees, as fairly, 
speedily and consistently as possible. 

 
1.2 A  Management Grievance Toolkit on grievances is also available and should be 

considered in conjunction with this policy.  
 
1.3 Failure to follow or comply with this policy could lead to disciplinary action. 

 
 

2. PURPOSE 
 
2.1 The document sets out the policy for employees to address and resolve problems 

or concerns about their work, working conditions or relationships with colleagues. 
 

 The policy is aimed at ensuring the fair, early, successful resolution of concerns 
raised by Trust employees where it has not been possible to settle the difference 
with the immediate supervisor/line manager.  

 
2.2 The Trust is committed to a culture where employees are able to resolve their 

grievances informally in a supported manner, however this does not remove any 
employee’s right to lodge a formal grievance in line with this policy. 

 
2.3 The policy has been designed to enable both individual employees and groups of 

employees of the Trust to raise grievances relating to their employment and their 
working conditions and to have these settled fairly and promptly. The process will 
also support the individual/s against whom the grievance has been raised. 

 
2.4 The policy may apply to settling grievances relating to: 

 

 Terms and conditions of employment. 

 Health and safety 

 Work relations 

 New working practices 

 The working environment 

 Organisational change 

 Discrimination 
 
2.5 Issues relating to whistle-blowing and bullying and harassment should be raised 

using the procedures in the relevant Trust policy. Issues which the Trust does not 
have any control over, such as income tax and National Insurance payments, 
should not be raised as a grievance. 

 
2.6 The Grievance Procedure should not be used to complain about dismissal or 

disciplinary action. Employees dissatisfied with any disciplinary action, should 
submit an appeal under the Disciplinary Procedure. 
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3. DEFINITIONS 
 
3.1 A Grievance - a concern, problem or complaint that an employee raises with the 

Trust. 
 

3.2 A Collective Grievance – Where a number of people have the same grievance 

or grievances of a similar nature.  The same process will be followed for a 

singular grievance although a spokesperson(s) will usually be identified from 
the collective group.  

 
3.3 Status Quo – The status quo, i.e. the working and management arrangement 

that applied before the grievance/collective grievance, will prevail at all stages of 
this policy other than in exceptional circumstances where operational needs 

determine that this cannot be the case, and at management’s discretion.  Neither 
side will take any action that could prejudice the outcome, excluding lawful Trade 

Union activity, until the outcome is reached.  
 

4. DUTIES AND RESPONSIBILITIES OF STAFF 
 
4.1  Executive Director Responsibilities: 

 
 The Director of People chairs the Workforce Governance Committee and 

they have overall sign off for the Grievance Policy. 
 
4.2 Employee's Manager Responsibilities: 

 
 To support employees in making every effort to resolve any issues informally. 

 To ensure that both the complainant and if relevant, the accused are supported 
through the process. 

 If relevant, to inform the accused where a grievance has been raised against 
them and confirms the reason for this grievance. 

 
4.3 Manager responsibilities undertaking the Formal Grievance Meeting: 

 
 To investigate a grievance in a timely, fair and consistent manner using the 

Management Grievance Toolkit.  Please see flowchart for timescales on 
page 3 of the Management Grievance Toolkit.  

 

4.4 Specialist HR Services Team / Advisor Responsibilities: 

 
 Provide advice and guidance on the grievance process, and attend formal 

grievance meetings where they judge that the issue is complex and requires 
Employment Relations expertise to resolve. 

 Attend appeal meetings in all complex cases. 

 
4.5 Employee Responsibilities: 

 
 Demonstrate commitment to engaging in informal attempts to resolve any 

issues. 

 Raise any issues in a timely manner in line with the time-frames stated 
throughout this policy. 

 Where such attempts fail, promptly submit a formal grievance in writing, using 
Notification of Formal Grievance form, at Appendix 1, giving clear evidence as 
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to why the grievance has not been resolved informally. 

 Make themselves available to attend the meeting(s). 

 Present evidence in support of their grievance. 
 
4.6 Trade Union Representative / Workplace Colleague Responsibilities: 

 
 To represent / support employees through the formal process. 

 Assist and represent the employee in stating their case. 

 
4.7 Workforce Governance Committee Responsibilities: 

 
 The Workforce Governance Committee will ratify the policy. The Workforce 

Governance Committee will monitor compliance with the Policy. 
 
 

5. GENERAL PRINCIPLES 
 
5.1 If the Trust considers that a grievance is raised which is vexatious, frivolous or 

malicious in its nature, it would not be Trust practice to investigate; therefore the 
Trust reserves the right not to investigate the grievance formally. Furthermore, any 
employee that the Trust considers has raised a vexatious, frivolous or malicious 
grievance may be the subject of disciplinary action. 

 
5.2 Grievances are usually heard at the next level of management above the one at 

which the action complained occurred, provided the manager holding the meeting 
was not involved in the original action. 

 
5.3 Once a grievance is lodged, the status quo may be maintained. This is at the 

discretion of management. 
 
5.4 Where an employee raises a grievance during a disciplinary process, the 

disciplinary process may be temporarily suspended in order to deal with the 
grievance. Where the grievance and disciplinary cases are related it may be 
appropriate to deal with both issues concurrently, but separately. 

 
5.5 There should be the maximum possible exchange of information concerning the 

grievance. Written statements detailing its nature may be required during the 
formal process to clarify and record the issues involved. 

 
5.6 All proceedings and records must remain confidential and will be retained in 

accordance with the General Data Protection Regulation (GDPR) 2018. 
 

5.7 Employees have the right to be accompanied by a Trade Union representative 
or workplace colleague not acting in a legal capacity, at all stages of the formal 
process. 

 
5.8 Employees or managers who have an informal or formal grievance made against 

them have the right to be fully consulted and informed about the complaint and 
supported throughout the process. 

 
5.9 This policy also applies when a group of employees wish to raise a collective 

grievance, with a representative from the group being appointed as spokesperson. 
The Trust will not consider subsequent grievances on the same issue(s) from 
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individual members of the group at a later date. 
 
5.10 Employees wishing to raise a grievance should do so as soon as possible and at 

least within 3 months from the time that the issue became apparent and once all 
avenues of informal resolution have been exhausted (other than in exceptional 
circumstances,  such as ill-health,  or due to trying to resolve the grievance informally). 
The Trust reserves the right not to hear or investigate a grievance where it considers 
it to be ‘out of time’, i.e. outside the time-frames when it could reasonably have been 
raised by the employee. 

 

6. STEP ONE – INFORMAL RESOLUTION 
 
6.1 The Trust is committed to a culture where grievances can be resolved through 

informal discussion and agreement between the employee(s) and the line manager. 
 
6.2 The Grievance Policy should only be utilised when informal attempts to find a 

solution have failed. 

 
6.3 Most grievances should be resolved by having a constructive discussion between 

the employee and the line manager and should occur no longer than 15 calendar 
days from the issue being raised. There are a number of possible ways in which an 
employee may informally resolve their grievance. These may include: 

 
 Discussing the issue with the other party involved. 

 
 Discussing and clarifying the issue with the other employee involved in a 

facilitated meeting with the line manager. 

 
 The employee asking the line manager to speak to the other employee involved 

on their behalf. 

 
 The employee nominates another colleague to speak to the employee on their 

behalf. 
 

 Mediation – arranged via the line manager. Mediation may involve the Trust 
using a Manager from outside of the Department or by seeking an external 
mediator. 

 
6.4 If an employee fails to utilise or refuses to consider informal resolution then the Trust 

reserves the right not to investigate the grievance formally until such a time as the 
employee is able to demonstrate that all routes of informal resolution have been 
exhausted. 

 
6.5 In exceptional circumstances it may be appropriate to instigate a formal grievance 

investigation without informal resolution being considered. However, this should 
only be considered with the advice from the Employee Relations Team.  

 

7. STEP TWO - PROCESS FOR FORMAL GRIEVANCE MEETINGS 
 
7.1 The process for formally investigating a grievance is set out within the 

Management Grievance Toolkit. 
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7.2 Formal Written Grievance 

 
7.2.1 When all informal avenues for resolution have been exhausted, the employee 

should raise their grievance, using the Notification of Formal Grievance form at 
appendix1. 
 

7.3 Grievance Meetings 

 
7.3.1 The employee will be invited to attend a grievance meeting with an investigating 

manager within 28 calendar days, and will be given the opportunity to explain the 
nature of their grievance and how they think it should be resolved. The employee will 
be asked to submit any other written evidence within a specified time-frame which 
supports their case. Where possible, however, any such evidence should be brought 
to the grievance meeting. 
 

7.3.2  At the meeting, the employee's representative may make representations or ask 
questions, but should not answer questions on the employee's behalf. If the 
chosen representative is unavailable at the time of the meeting and will not be 
available for more than seven calendar days afterwards, and every effort has 
been made to attend the meeting without unreasonable delay, it may be 
necessary to choose someone else. 

 
7.3.3 After an initial grievance meeting further investigation may be carried out and 

further grievance meetings held as considered appropriate. Such meetings will be 
arranged without unreasonable delay. 

 
7.3.4 Following the meeting(s), and considering all of the evidence gathered during the 

investigation, the investigating manager will decide on the appropriate action, if any, 
and communicate their decision, without unreasonable delay, to the employee. The 
employee will be given the right to appeal against this decision. 

 
 

8. STEP THREE - APPEAL 
 
8.1 To appeal against the outcome of a grievance meeting the employee must write a 

letter to their Directorate / Divisional Manager within 15 calendar days of receipt of 
the letter confirming the outcome of the grievance meeting. The letter must state 
clearly their grounds of appeal. A copy of the original grievance form and the written 
outcome letter to their grievance must be included. 

 
8.2 The grounds for the appeal against the outcome of their grievance must fall into one 

of the following categories: 
 

 They believe the investigating manager has failed to consider the evidence 
provided. You should clearly state what evidence you believe has not been 
considered and why you believe this. 

 
 The investigating manager has not followed the process. You should clearly 

state what part of the process has not been followed and why you believe this. 
 

 There is new evidence available which was not available to you at the time you 
raised your grievance. You must be clear about what the evidence is and why it 
was not available at the time of your grievance and provide any supporting 
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documents. 

 

 Where the employee can evidence that the process of the investigation was 
flawed. 
 

There is no right of appeal because the complainant is generally unhappy with the 
outcome. 

 
8.3 The appeal meeting will not be a re-hearing of the original grievance, it will be held 

to consider only the grounds on which the appeal is based. 
 
8.4 On receipt of the appeal letter the Division / Directorate will organise an appeal 

meeting without unreasonable delay, but normally within 28 calendar days. The 
process for a grievance appeal meeting is outlined in the Management Grievance 
Toolkit. 

 
 

9. ARCHIVING ARRANGEMENTS 
 

The original of this policy will remain with the reviewer, Employee Relations 
Manager, Specialist HR Services.  An electronic copy will be maintained on the 
Trust Intranet, P – Policies (Trust-wide) – G – Grievance. Archived copies will be 
stored on the Trust’s “Archived Policies” shared drive and will be held for 10 years. 
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10. PROCESS FOR MONITORING COMPLIANCE WITH AND EFFECTIVENESS OF 
THE POLICY 

 
10.1 In order to monitor compliance with this policy, the auditable standards will be 

monitored as follows: 
 

 
What areas need to be 

monitored? 
 

 
How will this be 

evidenced? 

 
Where will this be reported 

and by whom? 

All formal outcomes will be 
recorded on ESR. 
 

Records on 
ESR 

Reported to Workforce 
Governance Committee by 
Specialist HR Services 
Team 

All investigating managers and 
appeal chairs will be trained. 

 

Register held in  
Specialist HR 
Services Team 

Reported to Workforce 
Governance Committee by 
Specialist HR Services 
Team 

Each case will be reviewed, 
post-investigation, see 
Management Grievance 
Toolkit, to ensure application 
of the policy and the 
appropriate timescales have 
been followed. This will also 
ensure consistency of 
approach and outcome. 

Documentation in 
investigation case 
files 

Reported to Workforce 
Governance Committee by 
Specialist HR Services 
Team 

Review (quarterly) incidences 
of grievances to see any trends 
and if any training is required. 

Records on ESR, 
HR case log 

Reported to Workforce 
Governance Committee 
Specialist HR Services 
Team 
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APPENDIX 1: NOTIFICATION OF FORMAL GRIEVANCE 
 

 
 

 

Notification of Formal Grievance Form 

Your Details 

First Name: 

Surname: 

Department: 

Division Base: 

 

 
What is the nature of 

 
   

your grievance?  

 
Please give as much 

 

detail as possible. E.g.    

when did this happen,  

does this relate to your    

pay, your work  

environment, an issue    

with a colleague or a  

change which the    

department is  

proposing?  

 
Please also tell us why 

 
   

you are unhappy about  

this and what impact it    

is having on you. 
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What steps have you Discussing the issue with the other party involved? 

taken to resolve the Yes/No 

issue informally? Discussing the issue with the other employee involved in 

 a facilitated meeting with the line manager? Yes/No 

 Asking your line manager to speak to the other 

 employee involved? Yes/No 

 Nominating another colleague to speak to the employee 

 on your behalf? Yes/No 

 Mediation – arranged via the line manager. This can be 

 arranged through an external mediator. Yes/No 

If you have not  

attempted any of these    

steps please state why  

you have not  

considered them.  

 
If you have attempted 

 

any of these informal    

steps, why do you  

believe they have    

failed? 

 
Please list all of the 

 
1.     

written supporting  

evidence which you 2.     

wish the Trust to  

consider. 3.     

 
Please ensure that you 

 
4.     

attach the documents to  

this form. 5.     

 
6.     

 
Please state what your 
desired outcome is from 
raising this formal 
grievance. 
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Employee's Signature: ...................................... Date Submitted: ..................... 

 

 

This form should be passed to your line manager within 15 calendar days following the 

outcome of the informal stage, or a more senior manager if appropriate. Please retain your 

own copy. 

 
Manager's  Name:   .............................................. 

 
 
 
Manager's Signature: ................................. Date Received:.................... 

 
A copy of this form should be sent to the employee with an acknowledgement letter. The 

original should be placed on the personal file along with any other related 

correspondence. 
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APPENDIX 2: COMMUNICATION PLAN                                               

  
 

COMMUNICATION PLAN 
 

The following action plan will be enacted once the document has gone live. 
 

Staff groups that need to have 
knowledge of the strategy/policy 

Executive Directors, Deputy Director of People, 
Specialist HR Services, HR Business Partners, 
Line Managers, All Employees, Staffside, Trade 
Union Representatives, Investigating Managers, 
Workforce Governance Committee  

The key changes if a revised 
policy/strategy 

Harmonisation of RD&E and North Devon Policy.  
Addition of signpost to other relevant policies and 
a preliminary Investigation 

The key objectives This policy is designed for employees to address 
and resolve problems or concerns about their 
work, working conditions or relationships with 
colleagues.  
 

How new staff will be made aware of 
the policy and manager action 

Cascade by email to HR Business Partners & 
Line Managers 
Induction process 
Comm Cells 
The Hub 

Specific Issues to be raised with staff All staff should be made aware of the policy.  

Training available to staff Policy update slides will be published to 
demonstrate the key differences.  
The new policies will be applicable in ‘Managers 
Essential Training’ and the ‘Investigators 
Training’.  

Any other requirements  

Issues following Equality Impact 
Assessment (if any) 

1. Positive impact for investigations 
commissioned following a grievance complaint 
against a protected characteristic.  
 

Location of hard / electronic copy of 
the document etc. 

The original of this policy will remain with the 
author, Employee Relations Manager, Specialist 
HR Services.  
An electronic copy will be maintained on the Trust 
Intranet, P – Policies – D – Disciplinary and 
Appeals. Archived copies will be stored on the 
Trust's “archived policies” shared drive, and will 
be held for 10 years. 
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APPENDIX 3:  EQUALITY IMPACT ASSESSMENT TOOL 

 

Name of document Grievance Policy 

Division/Directorate and service area Transformation and Organisational 

Development; Human Resources; 

Specialist HR Services 

Name, job title and contact details of 

person completing the assessment 
Karen Scott, HR Business Partner 

Date completed: 21st November 2018 

 

The purpose of this tool is to: 
 
 identify the equality issues related to a policy, procedure or strategy 
 summarise the work done during the development of the document to reduce 

negative impacts or to maximise benefit 
 highlight unresolved issues with the policy/procedure/strategy which cannot be 

removed but which will be monitored, and set out how this will be done. 

 
1. What is the main purpose of this document? 

This policy ensures that the Trust has a fair, early successful resolution of concerns raised 
by Trust employees where it has not been possible to settle the difference with the 
immediate supervisor/line manager.  

 
2. Who does it mainly affect?  (Please insert an “x” as appropriate:) 
 

Carers ☐ Staff ☒  Patients ☐ Other (please specify)      

  
3. Who might the policy have a ‘differential’ effect on, considering the “protected 

characteristics” below? (By differential we mean, for example that a policy may have a 
noticeably more positive or negative impact on a particular group e.g. it may be more 
beneficial for women than for men) 

Please insert an “x” in the appropriate box (x) 
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4. Apart from those with protected characteristics, which other groups in society 

might this document be particularly relevant to… (e.g. those affected by 
homelessness, bariatric patients, end of life patients, those with carers etc.)?  

 

The policy may have a positive impact on those raising complaints via the Trusts 
prevention of Bullying and Harassment Policy.  

 

 

5. Do you think the document meets our human rights obligations?    ☒ 

 
Feel free to expand on any human rights considerations in question 6 below.  
 

A quick guide to human rights: 

 Fairness – how have you made sure it treat everyone justly? 

 Respect – how have you made sure it respects everyone as a person? 

 Equality – how does it give everyone an equal chance to get whatever it is 
offering? 

 Dignity – have you made sure it treats everyone with dignity? 

 Autonomy – Does it enable people to make decisions for themselves? 

 
 

6. Looking back at questions 3, 4 and 5, can you summarise what has been done 
during the production of this document and your consultation process to support 
our equality / human rights / inclusion commitments?  

  

The toolkit offers additional support to those with a protected characteristic to avoid any 

accidental disadvantages.  

 

Those with a disability may need alterations to the process, for example a change of 
venue to allow easy access – the toolkit also covers this.  

Protected characteristic Relevant Not relevant 

Age ☐ ☒ 

Disability ☒ ☐ 

Sex -  including: Transgender,  

and Pregnancy / Maternity 
☐ ☒ 

Race ☒ ☐ 

Religion / belief ☐ ☒ 

Sexual orientation – including: 

Marriage / Civil Partnership 
☒ ☐ 
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7. If you have noted any ‘missed opportunities’, or perhaps noted that there remains 
some concern about a potentially negative impact please note this below and how this will 
be monitored/addressed. 

“Protected 

characteristic”:  
N/A  

Issue:  

How is this going to 

be monitored/ 

addressed in the 

future: 

 

Group that will be 

responsible for 

ensuring this carried 

out: 

 

 


