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TEMPLATE Grievance Procedure

Introductory Paragraph
When people work together, there may be situations where misunderstandings, problems or concerns relating to work or working conditions need to be resolved. We encourage a culture of good communications, openness and willingness to co-operate and listen, consistent with a team environment. It is therefore envisaged that the majority of these issues or misunderstandings will be capable of being addressed informally in an efficient and effective manner. 
However, where such issues are unresolved, they may become grievances. [  •  ] (the “Firm”) wishes to provide every opportunity for every employee to express themselves without fear of jeopardising their position. It is in everybody’s interests to establish a clear procedure for the resolution of any issues that may arise in the workplace.  Full recognition is given to the significance of personal grievances. Grievances will be dealt with without undue delay. 
Scope
This policy applies to all employees of the Firm from the commencement of their employment. This policy is non-contractual and the contents of this policy do not form part of any employee’s terms and conditions of employment. The Firm reserves the right to amend this policy from time to time, at its discretion.

Informal Procedure
If you have a problem or grievance relating to any aspect of your employment with the Firm you are encouraged, if appropriate, to first discuss it on an informal basis with the person you have an issue with. If you feel unable to raise it with this person you should raise the matter with [a more senior Solicitor or Partner/ your manager] to discuss any issues and attempt to informally resolve them There may be circumstances where it is not appropriate for employees to raise certain issues with their immediate [manager/Partner] (e.g. where the issue concerns their immediate [manager/Partner]). In such circumstances, the issue should be raised with another appropriate [manager/Partner]. However, if it cannot be dealt with informally the formal procedure described below will be followed. 

Formal Procedure
Any problem relating to work or working conditions that cannot be resolved informally can be raised through the Formal Procedure. Any issue raised through this procedure will be treated confidentially where possible, and the Firm will seek to resolve it as quickly and fairly as possible. At any stage in the formal procedure a Firm colleague or [trade union official] may accompany you. 
Formal Grievance 
Raise the grievance with your [direct manager/ Partner] (or where a grievance involves that [manager/Partner], any other appropriate manager)], in writing, explaining that you wish to use the formal procedure, and the precise details of the grievance. Your [manager/Partner] (or other appropriate person)] will arrange a meeting with you to discuss the matter fully and listen to your concerns. You may be accompanied at this meeting by an appropriate work colleague. 
It may also be necessary for your [manager/Partner] to meet with other parties in order to discuss and consider the issue in detail. Every effort will be made to resolve the matter, and your [manager/Partner] will endeavour to issue a formal response within [  •  ] weeks.
If it is not appropriate for the manager who received the written grievance to deal with the grievance, the Firm may nominate such other person as appropriate in the circumstances to deal with the grievance. In many cases, the matter will be resolved at this initial meeting, and the formal response will be issued to all parties directly involved.
Appeal
If you are not satisfied with the decision or recommendations in the formal response then you may appeal the response. This should be done by notifying in writing the person identified to hold any such appeal in the formal response.  Your request should set out details of the grievance and provide any other relevant information, including the reason(s) you are dissatisfied with the previous outcome. The [appeal manager/ Partner] will consider all the available information, and meet with you to discuss the issue and make further attempts to resolve the issues. You may be accompanied by a Firm colleague at this meeting, if appropriate. The [appeal manager/Partner] will subsequently communicate his/her decision or recommendation. 

The decision of this appeal manger is final and will be communicated without delay.

Miscellaneous 

During an employee’s probation period or any extension thereof, the procedures to be applied in relation to any grievances will be at the discretion of the Firm. In these circumstances, the procedure to be applied need not include all or any of the steps outlined in this Grievance Procedure.
At all stages, if your grievance relates to a colleague he/she will be provided with a copy of your grievance.

All parties will be reminded of importance of keeping your grievance confidential.
In any situation where, by reason of the size of the firm, seniority of a complainant or a person complained against, or for any other reason, it is not appropriate for a formal complaint or informal complaint to be investigated by an employee of the firm, then the firm reserves the right to appoint an appropriate external person to deal with the grievance. Such external person will carry out his or her functions in accordance with the provisions of this policy and the firm will give appropriate effect to the findings of such an external person.
The Firm’s Disciplinary Procedure may be invoked where a complaint is found to have been made in bad faith or maliciously.
1
2

