
 

GRIEVANCE PROCEDURE 

The purpose of the procedure is to ensure that employees have access to a 

fair and systematic approach for the handling of grievances. 

Scope 

The procedure will apply to all employees of the Council except the CEO 

and any employee whose employment has not yet been confirmed as 

permanent, ie he or she is still within the probationary period for new 

employees. 

CEO’s Grievance  

In the case of the CEO recent case law has recommended that the 

CEO/Town Clerk must lodge the grievance with the Principal Authorities 

Monitoring Officer and not the Chairman of the Council.  

 Issues 
 

The following matters cannot be raised under the Grievance Procedure: 

(a) Disciplinary matters 
(b) Capability matters 

 
Separate procedures exist to deal with these issues. 

 What is a Grievance? 

It is difficult to adequately define a grievance.  However, for the benefit of 
supervisors the initial approach might be 'If an employee thinks they have a 
grievance, treat it as a grievance'. 
Examples of grievances: 

- Unfair treatment 
- Unreasonable refusal of reasonable requests 
- Application of any agreed procedures 

 

 Time Limits 

The parties to a grievance may on occasions mutually modify the time 

limits referred to in this grievance procedure. 

If a grievance is not dealt with within the time limits laid down in the 

procedure, or within any extended time limits mutually agreed under the 

above paragraph, the employee will be entitled to move to the next stage of 

the procedure. 



 Initial Grievance 

An employee with a grievance should discuss the matter first with his or her 

immediate superior. 

The immediate superior should reply orally to the grievance (having made 

any necessary investigation).  This should be within seven working days of 

the first discussion. If the employee is dissatisfied with the reply, he or she 

may either: 

(a) Ask a recognised Trade Union representative to raise the matter 
with the immediate superior, or 

(b) Submit the grievance in writing to the immediate Supervisor. 
 

Where a Trade Union representative raises the matter, the immediate 

supervisor will reply orally.  This should normally be within seven working 

days of the first discussion with that representative. 

 Continued Grievance 

An employee who is still aggrieved should submit the grievance in writing 

to the CEO. 

The letter should state: 

(a) The nature of the grievance 
(b) The date it was discussed with the immediate superior 
(c) The reply given to the superior 
(d) Why the reply given was not acceptable 
(e) Whether or not the employee wishes to be assisted at any future 

meeting about the grievance by a chosen adviser. 
 

The letter should be submitted within seven working days following the 

receipt of the immediate superior's decision. 

This meeting should be held within seven working days of the receipt of 

the written grievance. 

After hearing the grievance the CEO should give his/her decision to the 

employee within three working days of the meeting.  This decision must 

be confirmed in writing within seven working days of the meeting. 

The written confirmation should state: 

(a) The decision 
(b) The reason for that decision 
(c) That the employee has a right to appeal against that decision, and 

the means by which an appeal is to be made. 
 

 Grievance Appeals 

An employee who is still aggrieved may appeal against the decision of the 

CEO. 



The employee should write to the CEO within seven working days of the 

receipt of the written confirmation of his/her decision. 

If within seven working days no letter of appeal has been received, the 

grievance shall be deemed to have been settled to the satisfaction of the 

employee. 

 Appeal Hearing 

 

The appeal will be heard by the Appeals Committee. 

The panel hearing the appeal shall have the power to allow or reject the 

appeal or to modify the decision of the CEO. 

The decision of the Appeal Hearing will be notified to the employee at the 

end of the hearing, and will be confirmed in writing within seven working 

days. 

       
   PROCEDURE TO BE FOLLOWED BY THE APPEALS COMMITTEE 

1. The employee shall be given notice in writing at least seven days in 
advance of the time and place of the hearing, which shall normally be 
held within six weeks of the date of the appeal.  The employee shall be 
allowed to be represented by his/her representative(s) or some other 
person of his/her choice and shall be enabled to call witnesses and 
produce documents relevant to his/her defence at the hearing. 

 
2. The CEO shall place before the Appeals Committee immediately prior to 

commencement of the hearing a statement of such of the relevant facts of 
the appeal as have been agreed with the employee and/or his/her 
representative(s). 

 
3. The Council's representative(s) shall put the case in the presence of the 

Appellant and his/her representative(s) and may call witnesses, who shall 
remain outside the Chamber until called.  Once the Council's witnesses 
have given their evidence, they may remain in the Chamber for the 
remainder of the hearing. 

 
4. The Appellant (and his/her representative(s)) shall have the opportunity to 

ask questions of the Council's representative(s) on the evidence given by 
him/her and any witnesses who he/she may call. 

 
5. The Council's representative(s) shall have the opportunity to re-examine 

the Council's witnesses. 
 

6. The Committee may ask questions of the Council's representative(s) and 
witnesses. 

 



7. The Appellant (and his/her representative(s)) shall put his/her case in the 
presence of the Council's representative(s) and may call witnesses, who 
shall remain outside the Chamber until called.  Once the Appellant's 
witnesses have given their evidence they may remain in the Chamber for 
the remainder of the hearing. 
 

8. The Council's representative(s) shall have the opportunity to ask 
questions of the Appellant and his/her witnesses. 

 
9. The Appellant (and his/her representative(s)) shall have the opportunity to 

re-examine the Appellant's witnesses. 
 
10. The Committee may ask questions of the Appellant and his/her 

witnesses. 
 
11. The Appellant and his/her representative(s) shall have the opportunity to 

sum up their case.  
 
12. The Council's representative(s) shall have an opportunity to sum up the 

Council's case. 
 
13. The Council's representative(s) and the Appellant and his/her 

representative(s) and witnesses shall then withdraw. 
 
14. The Committee shall deliberate in private, provided that they may call for 

the attendance of the CEO to advise them upon any aspect of the appeal. 
 
15. The Committee may, if they wish, recall the Council's representative(s) 

and the Appellant and his/her representative(s) to clear points of 
uncertainty on evidence already given.  If recall is necessary both parties 
shall be invited to return notwithstanding that only one is concerned with 
the point giving rise to doubt. 

 
16. The Committee shall announce the decision to the parties personally 

forthwith, and it shall be confirmed to them in writing within seven days of 
the hearing. 
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This policy will be kept up to date as the size and nature of the Council changes or 

as new legislation is introduced 

Otherwise date for next review is January 2021 
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