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Lightwave Community CIO (“Lightwave”)
Grievance Procedure

Introduction
It is Lightwave policy to provide a good working atmosphere in which employees feel that they are participating in meeting our objectives.  We acknowledge that during employment some employees may have concerns and problems that need addressing.   

The purpose of the grievance procedure is to provide employees with the opportunity to raise any concern or issues affecting their employment, and have it dealt with quickly and thoroughly.  

Although it may not be possible to solve all problems to everyone’s complete satisfaction, the Lightwave undertakes to deal objectively and constructively with all employee grievances and in accordance with ACAS guidelines.  This policy: 

· reflects the Lightwave’s position that it will not tolerate harassment of its employees, including abusive, victimising, discriminatory, sexual or racist acts  
· has the aim of settling grievances as early as possible and as close as possible to the point of origin, preferably on an informal basis
· will be implemented in a way that is appropriate to the nature of the circumstances
· will be implemented in a way that is fair and consistent with previous action in similar circumstances.

This procedure does not form part of the employee’s contract of employment and may be amended at any time.

Definition of A Grievance

Grievances are concerns raised by a staff member with management.  Anybody may at some time have problems or concerns with their working conditions or relationships with colleagues that they wish to raise.
Issues that may cause grievances include:
· terms and conditions of employment
· health and safety
· work relations
· bullying and harassment
· new working practices/organisational changes
· discrimination

Informal Procedure 
All employees have the right to be treated fairly and consistently in the workplace.  Open and honest communication will ensure that questions and issues which occur during the course of employment are aired and where possible resolved quickly and to the satisfaction of all concerned, using an informal approach. This is not a substitute for good day-to-day communication, and the Lightwave encourages all staff to discuss and resolve daily working issues.

In the first instance, the employee should raise the grievance informally with their line manager or, if this is not appropriate in the circumstances, with the HR Manager (Lightwave Treasurer) (currently the Lightwave Treasurer) or another senior manager.  It may be possible, through informal discussion, to resolve the problem quickly and protect good working relationships.  

Whilst informal, it is still the line manager’s responsibility to ensure that he/she notes the issues and the way in which he/she expects to address the issues and that these notes are retained in the electronic folder system (not purely on emails).

Where an informal approach is ineffective, the formal grievance procedure set out below will apply.  
Formal Procedure
Stage One – Notification of Grievance 

An employee’s grievance must be set out in writing and a copy sent to their line manager or, if the grievance concerns their line manager, to the Diocesan Secretary.  A copy of the grievance should also be sent to the HR Manager (Lightwave Treasurer).

The written grievance should set out the nature of the complaint, including the relevant facts, dates and names of individuals involved so that it can be investigated and the outcome requested.  

When stating a grievance, the employee must confirm that they wish for it to be dealt with under the formal grievance procedure, stick to the facts and avoid language which could be considered insulting or abusive.   

Stage Two – Meeting Invitation

The employee will receive an invitation to a grievance meeting.  

The Lightwave will notify the employee in writing of the grievance meeting.  The letter will include:

· The date, time and place of the meeting 
· Who will be attending the meeting 
· The employee’s right to be accompanied at the meeting by a colleague or a certified trade union representative 
· The employee’s right to change the meeting date to another within 5 working days if their chosen person cannot make the original date 

Stage Three – Grievance Meeting 

A grievance meeting will be held.  

The grievance will be heard by a senior manager with an HR representative in attendance, within five working days (unless an extension has been mutually agreed).  The employee will have the chance to explain their grievance and as part of the discussion they will be asked how they think the issue should be resolved.  There may be an adjournment of the meeting for a period of time to allow any further investigation or for a decision to be made.  

The employee will be told verbally of the decision which will be confirmed to them in writing.  

Stage Four – The Decision

The employee will receive a letter notifying them of the decision made at the grievance meeting if reasonably practicable, within 5 working days.  This letter will include:

· The basis of the grievance 
· Confirmation of the outcome of the meeting 
· Notification of the employee’s right to appeal against the decision
· Who any appeal should be addressed to and by when 
· A copy of any notes taken at the meeting if requested 

Stage Five – Right of Appeal 

If the matter is not satisfactorily resolved 
 
If the person making the disclosure feels that the matter has not been taken seriously, believes that wrong-doing is continuing, or remains dissatisfied with the procedure followed, it is possible to raise the matter with an appropriate external body, for example the National Audit Office or the Charity Commission. 

Letter of invitation to an appeal meeting

If the employee appeals against the decision they will receive a letter inviting them to an appeal meeting. This letter will include:

· The date, time and place of the meeting
· Who will be attending the meeting 
· The employee’s right to be accompanied at the meeting by a colleague or certified trade union representative

An appeal meeting will be held.

Where possible this meeting will be conducted by another senior manager not involved in the disciplinary meeting or, in certain instances, by the Leader of Lightwave.  In most instances a note taker will also be present to take notes.  The employee will have the opportunity to fully explain their reasons for the appeal.  There may be an adjournment of the meeting for a period of time to allow any further investigation or for a decision to be made.

The employee will be told verbally of the decision and will receive written notification of the appeal outcome. This decision is final and there will be no further appeals.

Stage 6 – Mediation 

Mediation is a voluntary process where the mediator helps two or more people in dispute to attempt to reach an agreement.  

If both parties agree, the grievance process may be suspended to allow for mediation, however, in some cases mediation will be inappropriate.  

For the avoidance of doubt, mediation shall be entirely voluntary and neither party shall be compelled to agree to mediation. 
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