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1. References: 

 

• Whistleblowing  

• Disciplinary procedure 
 

2. Scope: 
 

• All staff 
 
3. Policy Statement: 

4. Overview: 
 

The purpose of this grievance procedure is to enable staff to air any concerns that they may have 

about practices, policies or treatment from other individuals at work or from the Company, and to 

produce a speedy resolution where genuine problems exist. It is designed to help all employees to 

take the appropriate action, when they are experiencing difficulties, in an atmosphere of trust and 

collaboration. 

Although it may not be possible to solve all problems to everyone’s complete satisfaction, this 

policy forms an undertaking by the Company that it will deal objectively and constructively with all 

employee grievances, and that anyone who decides to use the procedure may do so with the 

confidence that their problem will be dealt with fairly. 

This grievance procedure is not a substitute for good day-to-day communication in the Company 

where we encourage employees to discuss and resolve daily working issues in a supportive 

atmosphere. Many problems can be solved on an informal footing very satisfactorily if all 

employees are prepared to keep the channels of communication between themselves open and 

working well. This procedure is designed to deal with those issues that need to be approached on 

a more formal basis so that every route to a satisfactory solution can be explored and so that any 

decisions reached are binding and long lasting. 

This grievance procedure is entirely non-contractual and does not form part of an employee’s 
contract of employment. 
 
 

We recognise that during employment, individual staff members may have legitimate 

grievances against the company or their colleagues. We aim to listen to all and any 

concerns and act responsibly to resolve all such issues equitably and in a timely manner. 
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5. The Policy: 
 

5.1 EnViva Complex Care recognises that from time-to-time employees may wish to seek redress 
for grievances relating to their employment. 

5.2 In this respect, EnViva Complex Care's policy is to encourage free communication between 
employees and their managers. This is to ensure that questions and problems arising during 
the course of employment can be aired and, where possible, resolved quickly and to the 
satisfaction of all concerned. 

5.3 This policy does not form part of an employee's contract of employment and may be amended 
at any time. 

5.4 Any data collected as part of this policy will be processed in accordance with current Data 
Protection legislation, the Privacy Notice issued to staff and EnViva Complex Care’s Data 
Security and Data Retention Policy and Procedure. 

 
6. The Procedure: 
 

6.1 EnViva Complex Care expects that most grievances can be resolved by raising these informally 
with the member of staff's manager or, if the grievance relates to the manager, with a more 
senior manager. Through this process EnViva Complex Care would look to discuss all the issues 
with the individual with a view to establishing a suitable outcome without the need for a formal 
process. 

6.2 Where EnViva Complex Care has been unable to resolve the grievance informally, the formal 
procedure will be invoked. The individual should outline their grievance in writing in as much 
detail as possible including facts, times, dates, names and any other details. Again, if the 
grievance relates to the individual's manager, then the grievance should be addressed to a more 
senior manager. 

6.3 On receipt of the formal complaint and dependent on the content, EnViva Complex Care may 
carry out a formal investigation. The individual who raised the grievance will be expected to co-
operate fully with this investigation. 

6.4 EnViva Complex Care will arrange a grievance meeting to be held within 7 days of the formal 
grievance being received. The individual who raised the grievance is entitled to be accompanied 
to this grievance meeting by a fellow colleague or Trade Union Representative. The individual 
should inform the manager who has conduct of the grievance meeting who their intended 
companion is in a reasonable time before the grievance meeting takes place. If the individual or 
their companion are unable to attend the meeting, the individual should inform the manager 
who has conduct of the grievance meeting and a suitable alternative date for the meeting to take 
place will be arranged. 

6.5 The purpose of the grievance meeting is to allow the individual an opportunity to provide an 
explanation for the grievance that they have raised along with a view on how they would like it to 
be resolved. The manager will then make a decision taking into account what has been said and 
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the outcome of any investigation that has taken place. If further investigations are required 
dependent on what is said in the grievance meeting, the meeting will be adjourned for these 
further investigations to take place and will be re-convened once these are completed. 

6.6 The grievance manager will write to the individual within 7 days of the grievance meeting being 
held or the adjourned meeting being re-convened and concluded with the outcome of the 
grievance. Should the individual not be happy with the outcome they have the right to appeal the 
decision within 7 days of it being communicated to them. Any appeal should be in writing and set 
out the full grounds of appeal. EnViva Complex Care will then hold a grievance appeal meeting 
within 7 days of receiving the notification of appeal and will appoint a manager to hear the appeal 
who had not been involved in the previous grievance process. Again, the individual has a right to 
be accompanied by a fellow colleague or Trade Union Representative. Following the appeal 
hearing, the manager will write to the individual with the appeal outcome within 7 days. At this 
point there is no further right of appeal. 

6.7 Where an individual raises a grievance during a disciplinary process then depending on the 
circumstances, the disciplinary process may be temporarily suspended in order to deal with the 
grievance. Where the grievance and disciplinary cases are related, it may be appropriate to deal 
with both issues concurrently. 

 

Disciplinary issues 
 

If your complaint relates to your dissatisfaction with a disciplinary, performance review or dismissal 

decision, you should not invoke the grievance procedure but should instead appeal against that 

decision in accordance with the appeal procedure with which you will have been provided. 

 

 
 

Procedure Review 

Review Date Sections changed Reasons 

   

   

 


