
Grievance Procedure 
1. Policy Statement  

1.1. It is the aim of the University that all staff feel able to raise concerns and problems or make 
complaints that relate to their employment at the University and be heard promptly and in a safe and 



staff procedure. Depending on the sensitivity, or particular circumstances of the grievance, it may be 
appropriate to deal with grievances raised jointly on an individual basis.  

 

3. Scope  

3.1. This procedure applies to all members of staff at the University regardless of the type of contract 



5.1.1. Member(s) of staff should set out their grievance concisely in writing using the University 
Grievance form and send it to their Head of Department or manager with a copy to the relevant HR 
Partner. The member of staff may be asked to provide further information or clarification in relation 
to the grievance. 

5.1.2. Where a grievance involves the staff members’ immediate manager, the procedure may be 
invoked with the involvement of a manager in a different department, or at the next level of 
management in the same department.  

5.1.3. The grievance may be sent to the Faculty Dean or Divisional Director in the first instance if the 
complaint is about, or concerns, a Head of Department or other managers in the University. Where it 
concerns Deans, Directors, Pro-VCs and the VC, it should be sent to the Director of HR who will agree 
with the Vice Chancellor appropriate persons to hear the grievance, unless the grievance concerns the 
Vice Chancellor directly in which case the Director of HR will make a decision. 

5.2. Procedure  

5.2.1. Where informal approaches have failed, or are inappropriate, and subject to the guidance 
above, a Stage 1 Grievance Meeting will be convened.  

5.2.2. The Stage 1 Meeting will normally be chaired by the manager of the aggrieved person unless 
the manager is the subject of the grievance in which case the meeting will be chaired by a manager 
from a different department, or a more senior manager of the aggrieved person.  

5.2.3. At any stage the person convening the Grievance meeting may conduct or appropriately 
delegate within the Faculty or Division any necessary fact-finding or formal investigation to assist them 
in establishing the facts surrounding the grievance. The HR Division will provide guidance on how an 



6. Conduct of Meetings  

6.1. These guidelines apply to formal grievance meetings at all stages:  

6.1.1. Following receipt of the written grievance the aggrieved person will be invited, in writing, to 
attend a grievance meeting by the person chairing the meeting. The invitation will state the time, date 
and venue of the meeting and who will chair the meeting and confirm the aggrieved person’s right to 
be accompanied. In addition, the purpose of the meeting, to hear and resolve the grievance, will be 
outlined.  

6.1.2. The aggrieved person should make every effort to attend the meeting or request in good time 
a revised date in the event that the original date and/or time is unsuitable.  

6.1.3. The member of staff involved will have the right, to be accompanied at the meeting by a 
colleague or trade union representative. The member of staff should notify the HR Department in 
advance of the identity of their chosen companion. The chosen companion should not be directly 
involved in the grievance and should be available for the meeting, or within 5 working days, if an 
alternative meeting date is required. 

6.1.4. The colleague or union representative will be given the opportunity to participate in meetings 
and will be invited to ask questions and speak as appropriate on behalf of the member of staff 
concerned but  tretings 
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