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Scope and purpose

This Procedure applies to all employees of Wigan & Leigh College (“the
College).

The Procedure aims to help to resolve individual grievances in a manner which
is as fair and expeditious as possible. It is the College’s aim to seek to find a
resolution to individual grievances as early in the procedure as possible.

This Procedure will not apply to any grievances concerning complaints or
disputes which are covered by separate procedures or arrangements of the
College. Where it would be more appropriate to investigate a matter under
another procedure, the employee who has raised the matter will be informed.

This Procedure does not apply to grievances concerning two or more
employees (collective grievances) raised by a representative of a Trade Union
or other representative body. These will be dealt with as appropriate to the facts
of the case.

This Procedure does not form part of any employee’s contract of employment.
It may be amended at any time and the College may depart from it depending
on the circumstances of any case.

General principles
For employees other than Senior Postholders:

If the grievance is against the immediate line manager, then the person to whom
the grievance should be sent should be senior to the line manager. If the
grievance is against the Principal or another Senior Postholder, it should be
sent to the Clerk to the College, and will be heard by a member or a committee
of the College.

For Senior Postholders

Senior Postholders should send their grievance to the Principal or, if the
grievance is being raised by or is against the Principal and/or another Senior
Postholder, it should be sent to the Clerk to the College, and will be heard by a
member or a committee of the College.

Where the Clerk to the College is also a member of staff at the institution, the
Clerk is to be treated as a Senior Postholder. Where the Clerk raises or is the
subject of a grievance, the College shall appoint an appropriate person to fulfil
the tasks of the Clerk to the College under these sections.



c) All Employees

2.3  An employee has the right to be accompanied at formal grievance meetings by
a representative of a trade union or work colleague of their choice. The
employee should inform the College of the name and position of their
companion as soon as possible.

2.4  All employees are required to familiarise themselves with the Grievance
Procedure.

2.5 It is expected that every effort will be made to resolve the grievance at the
informal stage, where appropriate.

2.6 Inthe interest of ensuring that grievances are resolved as speedily as possible,
time limits are given for appropriate stages in this Procedure. These are for
guidance. If it is not practicable to adhere to these time limits, they may be
amended, and employees will be informed of the extension requirements and
any reason(s) for this.

2.7 If an employee is experiencing difficulty at any stage of this procedure due to a
disability, the College will make reasonable adjustments and consider how to
adjust or alter the process in some way, such as by allowing the individual to
be accompanied at a grievance meeting by a support worker or advocate from
outside the organisation who has knowledge of the individual's condition and its
effects.

2.8 It might be appropriate for the College, with the agreement and involvement of
the individual, to seek professional medical help or guidance as to how the
grievance process can proceed fairly. The College will consider signposting the
individual to the Employee Assistance Programme, occupational health or
counselling services or consider suggesting that the individual seeks advice
from a GP if appropriate.

2.9 Arepresentative from the Human Resources Department may be in attendance
at each stage of the Formal Procedure to act in an advisory capacity to the
manager or committee hearing the grievance. Also, at the request of the
manager, a Human Resources representative may act in a similar capacity
during meeting(s) scheduled under the Informal Procedure.
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Stage 1 - Informal Procedure

If an employee has a grievance relating to their employment, the matter should
be raised initially with the employee’s manager. The grievance should be raised
orally in the first instance. In the event that the grievance relates to the manager
who would normally deal with a grievance at this stage, the grievance should
be referred to the immediate manager's own manager. In the event that the
grievance relates to the Principal, or is raised by the Principal, the grievance
should be raised with the Clerk to the College, who will arrange for a member
of the College to consider the grievance.

The Manager/ College member will take appropriate steps to seek to resolve
the grievance as quickly as possible on an informal basis, where this is possible
they shall enquire into the grievance and will discuss it with the employee who
raised the grievance. A written record of the discussion and the outcome will be
provided normally within 10 working days after the complaint is received. It is
anticipated that most grievances will be resolved at this stage.

Mediation may be considered as a means of seeking to resolve the problem
informally. An employee can request mediation by contacting the Human
Resources Department, who will then consider whether mediation would be
appropriate in the circumstances. A representative from Human Resources will
arrange an appropriate mediation meeting when a decision has been taken that
mediation would be appropriate. Please note that mediation is voluntary.

If, following the Informal Procedure and/or mediation, the matter is not resolved,
the employee may proceed to the formal stage of the Procedure. Alternatively,
if the matter is very serious or in other circumstances where the employee does
not wish to raise the matter informally, the matter may proceed straight to the
formal stage of the Procedure.

While confidentiality is of prime importance in handling any grievance, in some
circumstances there may be other individuals who may need to know the
outcome, or certain aspects of the outcome that will impact on them. For
instance, in cases where the grievance was about a fellow employee, that
individual should also be informed of any aspect of the decision that affects
them and the reasons for it. In such cases, the employee who raised the
grievance will be informed of who else will be told about the decision and what
type of information they will be given. At all times the College will consider its
data protection obligations.

Stage 2 — Formal Procedure

If the employee feels that the matter has not been resolved through informal
discussion, or in the event that the matter is very serious or in other
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circumstances where the employee does not wish to raise the matter
informally, the grievance should be put in writing.

The grievance should provide full details of the complaint including relevant
facts, dates and names of individuals involved.

Except where the grievance is raised by or relates to the Principal (in which
case the grievance should be addressed to the Clerk to the College), employees
should address their complaint to their manager. Where the grievance is
addressed to the Clerk, it will be considered at this stage by a member of the
College who did not hear the grievance at the informal stage.

The College will, as soon as possible, following receipt of the written grievance,
arrange a grievance meeting to enable the employee to discuss the issues
raised with their manager.

The employee may be accompanied at the meeting by a trade union
representative or work colleague. The College should remind the employee of
the right to be accompanied prior to a grievance meeting. The employee should
tell the College who he/she has chosen to be a companion in reasonable time,
prior to the meeting. Acting as a companion is voluntary and an employee’s
colleague(s) are under no obligation to do so. If they agree to do so, they will
be allowed reasonable time off from duties without loss of pay to act as a
companion.

At the meeting the employee will be given the opportunity to explain the nature
of the grievance and, submit verbal/written evidence and identify any potential
witnesses who may be able to give evidence in relation to the grievance. It will
also be the employee’s opportunity to say how they think their grievance should
be resolved. The employee’s companion may make representations and ask
questions but should not answer questions on the employee’s behalf.

The Manager/College member hearing the grievance will consider all of the
matters raised at the meeting and may undertake an investigation into the
grievance. This may involve an adjournment of the hearing in order that other
potential witnesses are interviewed and all required information is gathered. The
amount of any investigation required will depend on the nature of the allegations
and will vary from case to case.

The Manager’s/College member’s decision will be communicated in writing to
the employee as soon as reasonably practicable following the meeting and after
any investigations have taken place. A letter will be sent to the employee to
outline, where appropriate, what action the College intends to take to resolve the
grievance, and it will also inform them of the right to appeal. Where the decision
is to not uphold the grievance, the Manager/College member will explain the
reasons for this in the letter.

For grievances raised by or relating to the Principal, if it is not possible for a
decision to be reached within 10 working days, the Clerk will write to the
employee with an explanation for the delay and when the written decision can
be expected.
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Stage 3 - Appeal

If the grievance is not resolved to the satisfaction of the employee at Stage 2,
they may appeal. Any such appeal must be submitted in writing, setting out the
full grounds for the appeal, and sent to the Vice Principal, Corporate Services
(or the Clerk to the College for a grievance raised by or relating to the Principal
or where the Principal has previously been involved in the Procedure, or where
the grievance is raised by a Senior Postholder) within 10 working days of receipt
of the decision reached at Stage 2.

The College will, where possible, within 10 working days following receipt of the
written appeal, invite the employee to an appeal meeting, which will be chaired
by an appropriate Senior Manager/College member who has not been involved
in this grievance process so far and who is senior to the manager/College
member who heard the original grievance. The employee will be entitled to be
accompanied at the appeal meeting by a trade union representative or work
colleague.

For grievances raised by or relating to the Principal, the College will, where
possible, within 10 working days of receipt of the written appeal, appoint a
committee of the College (“the appeal committee”). The appeal committee will
not include any member of the College who has been involved with this
grievance process so far, nor any staff or student member. The employee will
be entitled to be accompanied at the appeal meeting by a trade union
representative or work colleague. The appeal committee will invite the
employee to an appeal meeting. The appeal committee will, where possible,
include the Chair and/or Vice-Chair of the College, provided that they have not
been involved previously in the grievance. It is the College’s intention that the
appeal committee will include people who are senior to the person who heard
the original grievance.

The Senior Manager/appeal committee (as appropriate) will consider the appeal
and will be supplied with all of the documentation submitted in relation to the
earlier stages of the procedure. The purpose of the appeal is to review the
original panels’ decision and to consider any new evidence, it will not be a re-
hearing of the grievance.

The appeal decision will normally be provided in writing within 10 working days
of the appeal meeting. If it is not possible for a decision to be reached within
this period, the senior manager/appeal committee will write to the employee on
behalf of the appeal committee with an explanation for the delay and when the
written decision can be expected. Such a decision will be final.

For grievances raised by or relating to the Principal, the appeal decision will
normally be provided in writing by the Clerk to the College within 10 working
days of the appeal meeting. If it is not possible for a decision to be reached
within this period, the Clerk will write to the employee on behalf of the appeal
committee with an explanation for the delay and when the written decision can
be expected. The appeal committee’s decision shall be final.

The need for confidentiality throughout the Grievance Procedure is paramount. All
employees must treat as confidential any information communicated to them in



connection with an investigation or grievance matter. A breach of confidentiality will
be treated as a serious matter, and may lead to appropriate disciplinary action.

Employees and anybody accompanying them (including witnesses), must not make
electronic recordings of any meetings or hearings conducted under the Procedure.

The College is aware of its obligations under the General Data Protection Regulation
(GDPR) and is committed to processing your data securely and transparently. For
further information, please read our Data Protection Policy - https://www.wigan-
leigh.ac.uk/about/reports-and-policies.

For further information and guidance please speak to a member of the HR Team on
01942 761554.
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STAGE 2 FORMAL GRIEVANCE

It is expected that every effort will be made to seek to resolve a Grievance at Stage 1
— Informal Procedure.

For a grievance be heard at Stage 2 of the Grievance Procedure, the matter would

need to be considered as very serious or there is a specific reason that the
aggrieved employee foes not wish to raise the matter informally.

PERSONAL DETAILS

NAME

ADDRESS

CONTACT NO.

JOB TITLE

PLACE OF WORK

DEPARTMENT

LINE MANAGER

NATURE OF COMPLAINT

1. Please explain the nature of your grievance, being explicit with examples,
dates and times of issues and events.



INFORMAL ACTION

2. Please state what informal action has been taken to address the grievance.
Indicate dates, times and people involved.

3. If you have been unable to take informal action, please state why.

RESOLUTION

4. Please explain the outcome you are seeking from the grievance process.

DECLARATION

SIGNED: DATE:




