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1.  PRINCIPLES 

1.1 The Grievance Procedure applies to all employees of Cheylesmore Community Association Ltd 
(hereinafter known as CCA).  It exists to ensure that grievance problems at work are solved as 
quickly and as fairly as possible.  It is intended that both employer and employee should view the 
use of this procedure in a constructive light.  

 
1.2 The aim of the Grievance Procedure is to settle grievances fairly and it is intended to operate 

simply and rapidly.  Every effort will be made to resolve the issue at the earliest possible stage, 
and at each stage efforts will be made in order to avoid proceeding to the next stage and to settle 
the issue amicably. 

 
1.3 In the case of a grievance being taken out as a counter-grievance, or in response to the instigation 

of disciplinary action, cases will be heard in strict chronological order.  Each procedure shall run 
sequentially - no procedure may begin until the previous one has been completed. 

 
1.4 At each stage of the procedure an employee is entitled to be represented/ accompanied by a 

member of the management committee or by any other person of his or her choice. 
 
1.5 The date and time of (any) grievance hearing(s) shall be agreed between the employee, their 

representative and the representative of the employer (and, where relevant, the person(s) who are 
subject of the grievance.) 

 
1.6 The employee and a personal representative will be allowed an adequate time to prepare the 

employee's case, within the time limits as set out below and to attend the grievance hearing.  
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2.    THE PROCEDURE 
2.1 The procedure has three stages as set out below. At each stage of the procedure formal records 

shall be kept, and the result of each stage shall be confirmed in writing.  The employee and the 
person against whom the grievance was lodged are entitled to keep their own records, and also to 
record their disagreement as to the accuracy of the formal records or of the result. 

 
2.2 At each stage of the Grievance Procedure the person or panel hearing the case shall undertake a 

full investigation and there shall be a hearing to allow the employee to put their case and the 
person with whom the grievance is against to put their case for defence. The employee may be 
accompanied or represented by an employee representative or work colleague at any stage of the 
procedure. 

 
2.3 The stages of the procedure are as follows: 

a. If the grievance concerns the employee's work or workplace, it must be raised either orally or 
in writing within 3 working days with the Manager who should attempt to settle it.  If the 
grievance concerns other employees, efforts should first be made to resolve the grievance 
with the person concerned.  If the grievance is against the Manager the matter should be 
raised with the chair of the directors who will be excluded from involvement at any later 
stages. 
 

b. The hearing will take place within 10 working days or as soon as is reasonably possible. 
The grievance should be set out in writing, dated and sent to the CCA directors.  He/she 
will convene a panel consisting of not less than 2 members of CCA directors to hear the 
grievance. The hearing shall take place as soon as reasonably possible. The Chair of the 
directors shall ensure that a minute taker is present. 

 
c. If still unresolved, the Chair of the directors may refer the grievance to the Board of 

Directors, who shall appoint an Appeals Panel consisting of not less than 3 representatives of 
CCA.  The members of this panel should, if at all possible, have had no direct involvement in 
the case.  One member of the panel shall be elected Chair.  The Panel shall ensure a further 
member is present to take minutes. 

 
d. The Appeals Panel's hearing will be held as soon as possible from the receipt of the formal 

notification from the employee. 
 

e. The decision of the Appeals Panel will be final. 
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