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[bookmark: _Toc84611043][bookmark: _Toc89326544][bookmark: _Toc207103055]Introduction and Purpose 
It is our policy to ensure that all our employees have access to a procedure to help resolve any grievances relating to their employment quickly and fairly. Any steps under this procedure should be taken reasonably promptly unless there is a good reason for the delay. The time limits in this procedure may be extended if it is reasonable to do so. It is also preferable that both employees and managers should try to resolve issues informally first, and to use the formal route only where the informal route has been explored but has been unsuccessful.
The ICB recognises that following a grievance procedure can be a stressful experience for all parties involved and any employees involved in this process are entitled to be treated with dignity and respect. The ICB will not tolerate abusive or insulting behaviour from anyone taking part in or conducting grievance procedures and will treat any such behaviour as misconduct under the ICB’s Disciplinary policy.
We may vary this procedure as appropriate to a particular case. The procedure may also be discontinued if it becomes impractical for any party to continue with it. In any case we will inform employees in writing of the final outcome of their grievance. 
[bookmark: _Toc207103056][bookmark: _Toc89326546]Scope
[bookmark: _Hlk198914470]This policy applies to all directly employed employees working within the ICB. It does not apply to temporary, bank, agency staff or work experience students or volunteers. It is non-contractual and may be amended at any time in the ICB’s sole discretion.
[bookmark: _Toc89326547][bookmark: _Toc207103057][bookmark: _Toc84611047]Roles and Responsibilities
[bookmark: _Toc84611048][bookmark: _Toc207103058]Integrated Care Board - The ICB Board is accountable and responsible for ensuring that the ICB has effective processes for the management of grievances in accordance with relevant legislation.
[bookmark: _Toc207103059]Chief Executive - The Chief Executive is accountable for the policy and procedure being in place to ensure fair and equitable approach to grievances raised by employees.
[bookmark: _Toc84611052][bookmark: _Toc207103060]Policy Author - Policy authors are responsible for ensuring that this document is reviewed when any changes are made to legislation or the ACAS Code of Practice.
[bookmark: _Toc84611054][bookmark: _Toc207103061]Executive Director of Corporate Services- The Executive Director of Corporate Services oversees the implementation of this policy and is responsible for ensuring that managers take action to meet the organisation’s obligations to ensure equity and consistency.
[bookmark: _Toc207103062]Line Managers - Line Managers should ensure they understand what a grievance is, so that they can respond appropriately when issues are raised. Line managers must enable grievances to be investigated independently and thoroughly. 
[bookmark: _Toc84611055][bookmark: _Toc207103063][bookmark: _Toc84611056][bookmark: _Toc89326548]Employees - All employees have a duty to use this policy in good faith. We expect everyone to work together professionally and to be respectful of each other’s differences. 
[bookmark: _Toc207103064][bookmark: _Hlk97887408]Adjustments 
Where an employee is identified as having a disability, those managing the process or meetings will make every reasonable effort to accommodate requests for ‘reasonable adjustments.’  Advice can be sought from the Human Resources team regarding availability of support for employees.
[bookmark: _Toc207103065]Mediation 
The use of mediation can be beneficial in resolving grievances following the outcomes being given, due to the potential ongoing conflict that can remain. If recommended as part of the grievance outcome, then a pre-mediation session would be offered. Both parties to the grievance would be given the opportunity to be accompanied at a pre-mediation session by a union representative or workplace colleague, in order to agree objectives of the mediation. Subsequent sessions would be held confidentially with the mediatory and the parties to the grievance. 
[bookmark: _Toc207103066]Right to be Accompanied
6.1 	Employees who raise a grievance are entitled to be accompanied throughout the formal stages of the grievance process by either a Trade Union representative or workplace colleague. In some circumstances your choice of trade union representative / workplace colleague may not be allowed: for example, anyone who may have a conflict of interest or whose presence may prejudice the meeting. We may also ask you to choose someone else if the meeting would have to be delayed for over five working days because your trade union representative / workplace colleague is not available. 
[bookmark: _Toc207103067]Policy Application
[bookmark: _Toc207103068][bookmark: _Hlk96959590]7.1	      Inclusions
Grievances apply to complaints connected with employment where the concerns raised are not covered by any other ICB policies and the problem cannot be resolved through alternative means (i.e. informal discussion, mediation).
[bookmark: _Toc207103069]7.2 	Exclusions
The policy will not apply to complaints where there is provision under another ICB policy. These include:
· Complaints about patient care.
· Dismissal – this is dealt with under the appropriate appeal process dependant on reason for dismissal, e.g., probation, disciplinary, performance management.
· Performance (capability) issues – this is dealt with under the appeals process within the Managing Performance Policy.
· Redundancy – this is dealt with under the appeals section of the ICB’s Organisational Change Policy.
· Bullying and Harassment – this is dealt with under the Dignity at Work Policy.
· [bookmark: _Hlk97807948]Statutory matters over which the ICB has no control e.g., income tax, national insurance, legislation passed by government.
· Any issue being investigated by the Counter Fraud Service. Please refer to the Anti-Fraud and Bribery Policy.
· [bookmark: _Hlk97807966]The outcome of a Job Evaluation panel – this is dealt with under the Job Evaluation Policy.
· Whistleblowing – this is dealt with under the Freedom to Speak up (Whistleblowing) Policy. This policy should be used when raising concerns where there is a genuine belief that something does not feel quite right or fair. If the concern is specific to an individual and / or relates to an individual’s employment, it would be better to raise these matters with HR first. 
[bookmark: _Toc207103070]Process
[bookmark: _Toc111039362][bookmark: _Toc207103071]8.1            Guidance
Managers must treat the procedure seriously and should deal with all grievances promptly. Employees should raise their grievance as soon after the event(s) as possible. Employees involved/included in any stage of this process are reminded to maintain confidentiality at all times. Failure to do so may result in disciplinary action being taken.
If an employee withdraws a grievance at any stage, the manager dealing with the grievance should ensure that the full reasons for the withdrawal are recorded and that the ceasing of the grievance process is confirmed to the employee in writing. However, it may be decided that further action/investigation is required under a different policy, depending on the nature of the concerns raised. 
[bookmark: _Toc207103072]Raising a Grievance Informally 
[bookmark: _Toc207103073]Employees will be required to outline their grievance, giving specific details, and confirm the outcome sought. If the grievance is against their manager, it may be raised with the manager’s line manager. The issue(s) raised should be dealt with as quickly as practicable. The manager will investigate the matter. This may involve meeting with the employee, on more than one occasion if necessary, and considering any supporting information provided. 
[bookmark: _Toc207103074]Most grievances can be resolved quickly and informally through discussion; this may include facilitated conversations or through mediation. If both parties agree to engage in a facilitated discussion or mediation as a way of resolving their issues, the manager should contact the HR team as soon as possible so this can be arranged. 
[bookmark: _Toc207103075]The outcome of any informal process should be confirmed in writing to the employee. If an informal process does not resolve the problem, you should follow the formal procedure below.
[bookmark: _Toc207103076]Raising a Grievance Formally 
[bookmark: _Hlk135844980][bookmark: _Hlk200616715]10.1 	To raise a formal grievance the employee should submit the grievance in writing, or on the Confidential Grievance Form, to their manager or their manager’s line manager (if the grievance is against the immediate manager) within 14 calendar days (excluding bank holidays) of receiving the outcome of the Informal Stage. The employee should clearly state the basis of any grievance(s), the outcome being sought, and the reasons for continuing to be aggrieved. If a formal grievance is not received within the time limit it will be taken that the grievance is settled, unless a delay has been expressly agreed in advance with the relevant Senior Leadership Team member.
0. [bookmark: _Toc207103077]In exceptional circumstances, a grievance may be lodged at the Formal Stage without reference to the Informal Stage if both the manager and the line manager’s manager are both the subject of the grievance. The Formal Stage Grievance must be submitted to the relevant senior manager in writing who will make a decision and confirm in writing to the employee:

· if the grievance should be considered directly under the Formal Stage of this procedure; or

· whether it should be referred back to the Informal Stage; here, an appropriate manager with the relevant authority will be nominated to try and resolve it at that stage; this would be without prejudice to the employee’s right to proceed to the Formal stage if dissatisfied with the Informal Stage outcome. 
[bookmark: _Toc207103078]On receipt of a Formal Stage Grievance, the designated manager will investigate the matter as the Investigating Officer. 

· They will meet with the employee, within 10 calendar days (excluding bank holidays) of receipt of the Grievance in order to confirm the scope of the grievance and the outcome sought and agree an indicative timescale for the investigation. 

· This may involve meeting with the employee on more than one occasion and considering any supporting information provided, to investigate and resolve the matter.

· They may meet with the employee lodging the grievance and the employee the grievance is against, and they may also need to meet with any witnesses identified by either party.

· The HR Team will support the Investigating Officer as appropriate. 

[bookmark: _Toc207103079]After due consideration, the Investigating Officer may uphold or dismiss the grievance. Where possible, they will meet with the employee raising the grievance and where appropriate the employee the grievance is against, to inform them of their decision and if applicable, outline any proposed action(s)/recommendations that should be taken. If recommendations have been made, a review period should be agreed along with details of who and how the recommendations will be reviewed. 
[bookmark: _Toc207103080]Following an outcome meeting, the Investigating Officer will confirm their decision in writing, to the employee raising the grievance within 5 calendar days (excluding bank holidays). The letter will also confirm the employee’s right to take their grievance to the Appeal Stage if they remain dissatisfied with the outcome. 
10.6 	If an employee leaves the ICB part way through the grievance process, the HR team will advise on the most appropriate way to conclude the process.  
[bookmark: _Toc207103081]Grievance Outcome 
[bookmark: _Toc207103082]The outcome of the grievance investigation may be as follows: 
· Grievance upheld – The Investigating Officer will confirm that the grievance is substantiated. Recommendations may be made by the Investigating Officer to resolve the cause of the grievance, and mediation may be included to facilitate an effective working relationship in the workplace. 

· Grievance dismissed – The Investigating Officer will confirm that there is no case to answer.

· Grievance dismissed with suggested course of action – this may be for line management actions. Mediation may be recommended to ensure there is an effective working relationship in the workplace. 

· Uphold / dismiss separate sections of a grievance that contains multiple issues that were raised.
Advice should be sought from HR before confirming any outcomes to employees. 
[bookmark: _Toc207103083][bookmark: _Hlk97808127]Vexatious or Malicious Grievances 
An employee may raise a grievance that, through investigation, proves to be vexatious or malicious. In these circumstances the employee raising the grievance may find themselves subject to disciplinary action. 
[bookmark: _Toc207103084]Appeals
Appeals can be made in relation to the following circumstances: - 
· The grievance was not upheld where the evidence does not support this outcome.
· The correct policy or process was not followed.
· New evidence has come to light that would change the outcome. 
· The outcome is inconsistent with how others have been treated. 
Any appeal should:
Be in writing (Part 1C of the Confidential Grievance Form or other written correspondence).
Enclose a copy of the original Grievance and outcome of the Grievance meeting.
Specify which aspects they remain aggrieved about, and the redress being sought.
Be submitted within five working days of the receipt of the outcome from the Grievance meeting. If an appeal is not received within the timescale, it would be deemed that the grievance is settled, unless a delay has been expressly agreed in advance. The only exception to this is where an employee has accepted the formal stage outcome but the proposed actions from this have not been implemented in the agreed timeframe. 
The appeal should be acknowledged within five working days of receipt.
The appeal should be addressed to the manager as set out in the outcome letter.
An appeal meeting should be arranged within twenty working days of receipt of the appeal.
The employee must be given at least five working days’ notice of the date of the appeal hearing.
The employee will have the right to be accompanied at the Appeal Hearing by either a Trade Union representative or current workplace colleague.
The outcome of the appeal may include overturning or confirming the original decision or applying a different resolution, including a facilitated discussion/mediation if appropriate. 
Depending on the nature of the grievance it may be appropriate to include a senior specialist (i.e. Nursing specialist, Finance specialist) at the appeal meeting to provide clarity around any issues raised and to ensure a full understanding of the issues raised.
The appeal hearing will be supported by a member of the HR team. 
The employee raising the grievance has a responsibility to obtain the agreement of witnesses providing evidence on their behalf before passing their names to the Chair of the Panel. 
The appeal hearing is not a rehearing of the original grievance but an opportunity for consideration of specific areas where the employee remains aggrieved or is dissatisfied with from the outcome of the original meeting.
The outcome of the appeal hearing will be confirmed in writing within five working days of the Appeal Hearing.
The decision of the Appeal panel is final. There is no further internal redress following the appeal outcome.
[bookmark: _Toc207103085]Relationships with Other Procedures 
[bookmark: _Toc207103086]Where a grievance has been raised during a disciplinary process, and relates to the disciplinary case / allegations, then it should be looked at as part of the disciplinary process and be considered by the disciplinary panel rather than under the Grievance procedure. If the grievance is about another entirely unrelated matter, then the grievance procedure may be invoked and run concurrently. 
Where an employee is subject to a probationary period and the grievance concerns the application of that procedure this will be dealt with as part of that process. 
Where separate procedures exist for dealing with concerns on particular issues, these should be used instead of the grievance procedure. 
[bookmark: _Toc207103087]Support 
Support in the form of the Employee Assistance Programme, other psychological support or a referral to Occupational Health is available for both the employee who raises a concern or the employee who is the subject of the concern raised. The Investigating Officer will ensure that options available are offered/discussed both in person and in writing. Advice can be sought from the Human Resources team regarding availability of support for employees.
[bookmark: _Toc84611059][bookmark: _Toc89326549][bookmark: _Toc207103088][bookmark: _Hlk96959132]Monitoring Compliance
The HR Team will be responsible for monitoring that this procedure is followed and may be consulted at any stage through the process to offer advice to those involved.
Monitoring information will be published and reported as appropriate.
Should the monitoring uncover any shortfalls in the implementation of the policy, the HR team will work with the relevant management team to draw up an action plan for improvement. This action plan may include, for example:
•	training for line managers
•	A risk assessment
•	It is also anticipated that any issues in respect of the implementation of the policy may be identified as a result of employees exercising their right of appeal.
[bookmark: _Toc84611060][bookmark: _Toc89326550][bookmark: _Toc207103089]Employee Training
No essential (including mandatory) learning and development requirements have been identified for any employee groups in order to fulfil the requirements stated within this policy. Guidance can be sought from Human Resources team.
[bookmark: _Toc84611061][bookmark: _Toc89326551][bookmark: _Toc207103090]Arrangements for Review
This policy will be reviewed no less frequently than every two years. An earlier review will be carried out in the event of any relevant changes in legislation, national or local policy/guidance, organisational change or other circumstances which mean the policy needs to be reviewed.
[bookmark: _Toc84611062]If only minor changes are required, the sponsoring Committee has authority to make these changes without referral to the Integrated Care Board. If more significant or substantial changes are required, the policy will need to be ratified by the relevant committee before final approval by the Integrated Care Board.
[bookmark: _Toc89326552][bookmark: _Toc207103091]Associated Policies, Guidance and Documents
Disciplinary Policy
Freedom to Speak Up (Whistleblowing) Policy
Managing Investigations Guidelines 
[bookmark: _Toc89326553][bookmark: _Toc207103092]References
ACAS Code of Practice on Disciplinary and Grievance Procedures.
[bookmark: _Toc89326554][bookmark: _Toc207103093]Equality Impact Assessment
The EIA has identified no equality issues with this policy. The EIA has been included as Appendix A.


[bookmark: _Toc419388298][bookmark: _Toc47357161][bookmark: _Toc84611065][bookmark: _Toc89326555][bookmark: _Toc207103094][bookmark: _Hlk96962414][bookmark: _Toc84611066][bookmark: _Toc89326556]Appendix A - Equality Impact Assessment
[bookmark: _Toc89326557][bookmark: _Toc89326561]INITIAL INFORMATION
	Name of policy: 
Grievance 

Version number (if relevant):  3.0
	Directorate/Service: 
People Services 

	Assessor’s Name and Job Title: 
Rachel Stinson, HR Business Partner / Transactional HR
	Date: 
29 July 2025



	OUTCOMES

	Briefly describe the aim of the policy and state the intended outcomes for employees 

	The aim of this policy is to settle grievances as near to the point of origin as possible. It is also preferable that both employees and managers should try to resolve issues informally first, and to use the formal route where the informal route has been explored but has been unsuccessful.

	EVIDENCE

	What data / information have you used to assess how this policy might impact on protected groups?

	The ICB monitors the composition of its workforce under the nine protected equality characteristics and reports on this annually. This information helps the ICB to assess the potential impact of its policies upon employees.

	Who have you consulted with to assess possible impact on protected groups? If you have not consulted other people, please explain why? 

	Trade Unions (RCN and MiP) have been involved in the development of the policy and any comments will be taken into consideration.


ANALYSIS OF IMPACT ON EQUALITY 
The Public Sector Equality Duty requires us to eliminate discrimination, advance equality of opportunity and foster good relations with protected groups. Consider how this policy / service will achieve these aims. 

N.B. In some cases it is legal to treat people differently (objective justification).

· Positive outcome – the policy/service eliminates discrimination, advances equality of opportunity and fosters good relations with protected groups
· Negative outcome – protected group(s) could be disadvantaged or discriminated against
· Neutral outcome  – there is no effect currently on protected groups
Please tick to show if outcome is likely to be positive, negative, or neutral. Consider direct and indirect discrimination, harassment, and victimisation.
	Protected
Group
	Positive
outcome
	Negative
outcome
	Neutral
outcome
	Reason(s) for outcome

	Age
	
	
	x
	

	Disability
(Physical and Mental/Learning)
	x
	
	
	Reasonable adjustments can be made for meetings etc. Psychological support is available. 

	Religion or belief
	
	
	x
	

	Sex (Gender)
	
	
	x
	

	Sexual 
Orientation
	
	
	x
	

	Transgender / Gender Reassignment
	
	
	x
	

	Race and ethnicity
	
	
	x
	

	Pregnancy and maternity (including breastfeeding mothers)
	
	
	x
	

	Marriage or Civil  Partnership
	
	
	x
	



	MONITORING OUTCOMES

	Monitoring is an ongoing process to check outcomes. It is different from a formal review which takes place at pre-agreed intervals.

	What methods will you use to monitor outcomes on protected groups?

	It is anticipated that any issues in respect of the implementation of the policy will be identified as a result of employees exercising their right of appeal.



	REVIEW

	How often will you review this policy / service? 

	This policy will be reviewed in two years or earlier if there are any significant changes in legislation, policy, or good practice.

	If a review process is not in place, what plans do you have to establish one?

	N/A


[bookmark: _Toc207103095]
Appendix B – Union Representative or Work Colleague 
Employees are entitled to be accompanied by a union representative or workplace colleague, at any/all formal meetings held under this Policy. It is the employee’s responsibility to make arrangements to be accompanied. 

The employee must be informed of this right at the commencement and all subsequent stages of this procedure.
A workplace colleague must always be an employee of the ICB. 
Reasonable time off should be afforded to the workplace colleague, in discussion with their Line Manager.

The representative or workplace colleague may address the meeting and confer with the employee, during the meeting, put forward the employee’s case, summarise the employee’s case and/or respond on the employee’s behalf to any view expressed at the meeting.
The representative or workplace colleague may not answer questions on behalf of the employee or prevent the employee from explaining their case.
Any union representative or workplace colleague must maintain confidentiality during and after the application of this policy.
If the reason given for failing to attend a meeting is due to the non-availability of a trade union representative or workplace colleague and there have been no earlier adjournments in the process for this reason, on only one occasion the meeting will be postponed and a new meeting will be arranged within reasonable time, normally 5 working days. Exceptional circumstances will always be considered.


Appendix C – Grievance Flowchart
[image: A diagram of the grievance process]
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