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Purpose and status
This policy explains how employees of Chew Magna Parish Council may raise a workplace problem or complaint and how the Council will seek to resolve it fairly, promptly and consistently. It applies to individual and collective grievances raised by employees.
The procedure reflects the Acas Code of Practice on disciplinary and grievance procedures. It should be read with the employee's contract, the Council's disciplinary and whistleblowing arrangements, the Members' Code of Conduct and any applicable dignity at work policy. The Council may adapt the practical arrangements to its size, provided that the process remains fair and consistent with the Acas Code.
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Principles
The Council will:
seek early and informal resolution where this is appropriate, but allow an employee to proceed directly to the formal stage where the matter is serious or informal action would not be suitable;
deal with the grievance without unreasonable delay and explain any necessary extension;
appoint people who are impartial and, so far as practicable, have had no material prior involvement;
investigate sufficiently to establish the relevant facts and give those affected a fair opportunity to respond;
make reasonable adjustments for disability and consider other practical support needs;
allow the employee to be accompanied at formal grievance and appeal meetings; and
give a reasoned written decision and a right of appeal.
Everyone involved is expected to act reasonably, cooperate with the process and maintain appropriate confidentiality. Mediation may be considered at any stage where all affected parties agree.
Scope and related procedures
A grievance may concern any work-related issue affecting an employee, including working arrangements, employment terms, relationships at work, treatment by councillors or colleagues, bullying, harassment, discrimination, health and safety, or the application of a Council policy.
A concern that is in the public interest may qualify as whistleblowing and should normally be handled under the Council’s whistleblowing arrangements. An appeal against disciplinary action should be made under the disciplinary procedure. If a concern is raised under the wrong policy, the Council will explain the appropriate route and, where reasonable, treat the original submission date as the date it was raised.
Where a grievance is raised during a disciplinary process, the Council will decide whether to pause that process or deal with both matters concurrently. The decision will depend on how closely the issues are connected and what is needed for a fair and prompt process. The employee will be told the decision and the reasons for it.
Related grievances may be investigated together where this is fair and efficient. Each employee retains the right to a meeting at which they can explain their own grievance without another employee who is part of the grievance being present, unless all concerned agree otherwise.
Informal resolution
Where practicable, an employee should raise the issue promptly with the Clerk or their usual manager. If the concern relates to that person, it should be raised with the Chair of the Staffing Committee or another uninvolved councillor nominated by the Council.
The person receiving the concern should listen, clarify the outcome sought, consider any immediate safeguards or support and agree proportionate next steps. These may include a discussion with those involved, clarification of expectations, facilitated conversation, mediation, training or a practical change to working arrangements.
A brief confidential note should record the issue, agreed actions and review date. If informal action is unsuccessful or inappropriate, the employee may raise a formal grievance.
Raising a formal grievance
The employee should submit the grievance in writing to the Chair of the Staffing Committee. If the grievance concerns that person, it should be sent to the Vice-Chair of the Council or another uninvolved councillor. A written grievance should set out:
the nature of the complaint and relevant facts, dates and people involved;
any informal steps already taken and why they did not resolve the issue;
the outcome or action sought;
any supporting documents and relevant witnesses; and
any reasonable adjustment or other support needed to take part.
The Council will normally acknowledge receipt within five working days and identify who will manage the grievance. If the grievance is unclear, reasonable help will be offered so that the employee can explain it. The employee should raise the matter as soon as reasonably practicable; delay will not automatically prevent consideration, although it may affect the evidence available.
Investigation and meeting arrangements
The Council will appoint a suitably impartial person to investigate where investigation is required. An external investigator or adviser may be used where independence, expertise or capacity makes this appropriate. The investigator will gather relevant information proportionately and may interview the employee, the person complained about and witnesses. They will not decide the outcome unless separately authorised to do so under lawful Council arrangements.
The grievance will be decided by the Clerk where this is appropriate and the Clerk is not involved in the matter. A grievance raised by, or materially concerning, the Clerk will normally be decided by a panel of three uninvolved members of the Staffing Committee or other councillors appointed by the Council. The decision-maker must not have investigated the grievance unless this is unavoidable in a very small organisation and safeguards are put in place to preserve fairness.
The employee will be invited to a grievance meeting without unreasonable delay, normally within 15 working days of receipt or as soon as a necessary investigation permits. The invitation will give reasonable notice, identify the decision-maker, explain the right to be accompanied and include the material that will be considered, subject to lawful redaction. If more time is needed, the employee will be told why and given a revised timescale.
The grievance meeting
The employee may be accompanied by a fellow worker, a trade union representative or a trade union official. The employee should tell the Council who the companion will be. The companion may address the meeting, put and sum up the employee’s case, respond on the employee’s behalf to views expressed and confer with the employee. The companion may not answer questions for the employee, address the meeting against the employee’s wishes or prevent others from contributing.
If the chosen companion cannot attend, the employee may propose a reasonable alternative time within five working days of the original date. A different date may be agreed where reasonable. The Council will also consider a request for a different type of companion as a reasonable adjustment or where another good reason justifies it.
At the meeting, the employee may explain the grievance, present evidence, identify witnesses and state the outcome sought. The decision-maker may ask questions and clarify the evidence. The meeting may be adjourned for further investigation or advice. A written note will be taken and the employee will be given a copy or a fair summary.
Decision and action
After considering the evidence, the decision-maker will decide whether the grievance is upheld, partly upheld or not upheld and what action, if any, is appropriate. The standard of proof is the balance of probabilities. The outcome will normally be sent in writing within 10 working days of the meeting. If that is not possible, the employee will be told why and given a revised date.
The written outcome will summarise the issues considered, findings and reasons, identify any action relevant to the employee, and explain how to appeal. Confidential information about another person, including any disciplinary action, will not normally be disclosed. Possible actions may include correcting an error, changing a working arrangement, mediation, training, a policy review, management action or a separate disciplinary investigation.
Appeal
The employee may appeal in writing within 10 working days of receiving the outcome. The appeal should explain the grounds, which may include a material procedural error, an unreasonable conclusion, relevant new evidence that was not previously available, or an inappropriate proposed remedy.
The appeal will normally be heard by a panel of three councillors who have not previously been materially involved and, where practicable, have suitable authority. The panel may obtain independent advice. The appeal is a review of the original decision but may be conducted as a rehearing where fairness requires it.
The employee will be invited without unreasonable delay, normally within 20 working days of receipt, and has the same right to be accompanied. The final decision will normally be given in writing within 10 working days of the appeal meeting. It will state the reasons and confirm that the Council’s internal procedure is complete.
Grievances involving councillors
The Council cannot determine whether an elected councillor has breached the Members’ Code of Conduct. A complaint that may amount to a Code breach should be referred to the Monitoring Officer at Bath and North East Somerset Council in accordance with that authority’s arrangements.
This does not remove the Council’s responsibilities as an employer. The Council will still address the employee’s workplace grievance so far as it concerns duty of care, health and safety, discrimination or harassment, working relationships, support or practical working arrangements. The employment grievance and Code of Conduct processes may therefore run in parallel, with information shared only where lawful and necessary.
Where an immediate risk to health, safety or wellbeing is identified, the Council will consider interim measures without pre-judging either process. These may include changing communication routes, meeting arrangements or points of contact. Measures will be proportionate and kept under review.
Confidentiality and records
Information will be shared only with those who need it to investigate, advise, decide or implement the outcome, or where disclosure is required by law. Absolute confidentiality cannot be promised because a person complained about must normally understand the substance of the allegations and have a fair opportunity to respond.
Personal data and records will be handled in accordance with the UK GDPR, the Data Protection Act 2018 and the Council’s retention arrangements. Records will normally include the grievance, evidence, meeting notes, decisions, correspondence and action taken. Participants should not make audio or video recordings unless the Council has agreed this in advance, including as a reasonable adjustment or for another justified reason.
Conduct, support and review
No employee will suffer a detriment for raising a grievance or supporting the process in good faith. A grievance that is not upheld is not, by itself, misconduct. Deliberately false or malicious allegations, interference with evidence, victimisation or serious misuse of the procedure may be considered under the disciplinary procedure following a separate fair investigation.
The Council will consider appropriate support during and after the process, including reasonable adjustments, welfare contact, an external adviser or mediation. If ill health affects participation, the Council will discuss adjustments and may seek appropriate medical advice with consent.
The Staffing Committee will review this policy annually and after material changes in law, the Acas Code or relevant guidance. It will monitor completion of agreed actions and wider organisational learning.
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