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INTRODUCTION 

 

 

1.1 The College aims to develop a positive working environment where staff are encouraged to resolve 

differences in an informal way wherever possible.  The purpose of this procedure is to provide a 

framework for constructively resolving grievances. 

 

 

1.2 This procedure applies to all full and part-time employees.  It is important that everyone in the 

College understands it, including the statutory requirements underpinning it.  Managers are 

responsible for making their employees aware of the procedure, including its location on the HR 

pages of the College intranet. 

 

 

1.3 The grievance procedure is not contractual, does not form part of any employee’s contract of 

employment and may, after consultation and where possible by agreement, with the recognised 

trade unions, be amended at any time by the College. 

 

 

1.4 
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 right to answer questions on the employee’s behalf or prevent the manager from explaining his 

or her case.  It is normally helpful to agree on the respective roles of the different parties on 

commencement of the meeting. 

  

3.8



 

4 

 
APPEALS AGAINST DECISIONS TAKEN IN ACCORDANCE WITH THIS PROCEDURE 
 
 

1.      THE PURPOSE OF AN APPEAL 
 

1.1 Employees are entitled to appeal against any decision taken in accordance with this procedure, and to be 

represented at the appeal hearing by an official of a recognised trade union or work colleague. 
 

1.2 If, in respect of either of the three grounds upon which appeals are allowed (see 2.1 below), the employee 

is able to demonstrate that the decision about which they are appealing is unfair, the appeal is the means 

by which such action is formally withdrawn or amended.  If they are unable to do so, the fairness of the 

decision will be confirmed and upheld. 
 

1.3 The College reserves the right to rule the grounds of an appeal out of order and not to allow the appeal to 

proceed.  If the College decides to exercise this option, a written explanation of the reasons will be 

provided to the employee. 
 

 

2 THE REMIT OF THOSE HEARING AN APPEAL 

 

2.1 An appeal will only be held on the following grounds: 

 

• If serious procedural errors may materially have contributed to the outcome of the proceedings 

against which the appeal has been lodged. 

 

OR 

 

• If new information has come to light, which was not available at the time of the grievance hearing. 

 

OR 

 

• The employee believes that the outcome of the hearing has failed to provide a satisfactory resolution 

to their grievance, in which case, they would be expected to make clear what further remedy they 

seek. 

 

Therefore, the function of an appeal is not to conduct a full rehearing of the facts of the case, though it is 

inevitable that reference will have to be made to the earlier grievance hearing. 

 
 

3 NOTIFICATION OF APPEAL HEARINGS 
 

3.1 An employee wishing to appeal against a decision taken at a grievance hearing should inform the Director 

of Human Resources in writing.  They should state the full grounds of their appeal and provide all 

necessary supporting documentation.  This should be
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5.3 The Responding Manager 
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8.4 It is in the interests of both the College and its employees that written records are kept during the 

grievance process.  These will include: 

 

• the nature of the grievance raised 

• a copy of the written grievance 

• the manager’s response 

• action taken and the reasons for doing so 

• whether there was an appeal and if so, the outcome 

• subsequent developments  

 

8.5 Records will be treated as confidential.  Copies o


