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Grievance Procedure 
 

 
Introduction 

The purpose of this procedure is to ensure that you have an opportunity to raise formally with 
management any grievances relating to your job or complaints regarding the Company or any of its 
employees. The Company’s aim is to ensure that your grievance or complaint is dealt with promptly 
and fairly by the appropriate level of the Company’s management. The procedure does not confer 
any contractual rights. It only applies whilst you are employed by the Company. 

 It is essential to the proper working of this procedure that any employee raising a 
grievance should continue to work normally whilst the procedure is being followed.

 Where the grievance relates to a disciplinary decision taken against you, the 
Company will usually ask you to use the disciplinary appeals procedure.

 It will usually be better for all those involved if grievances can be resolved informally. This 
procedure should only be used where it is not possible to resolve an issue informally in 
discussion with your immediate manager.

 At each stage of the procedure, you may be accompanied by a fellow worker or trade union 
official who may address the meeting on your behalf but may not answer questions for you.

 Where a complaint or grievance relates to your immediate manager, the Grievance 
Procedure can be commenced at the stage above that in which that manager would be 
involved.

 The Company will keep records of any action taken under this grievance procedure. 
Wherever possible these will be treated as confidential.

Stage 1 

If you wish to raise a formal grievance, you should, in the first instance, raise it in writing 
with your immediate manager. You must include a sufficient explanation of the basis for your 
grievance. Where a matter affects a group of employees, the Company may suggest that you ask an 
appropriate representative to raise the grievance on your behalf. You will be invited to a meeting to 
consider the matter. The meeting will normally be held within seven working days of the formal 
grievance being raised. The manager will then normally respond to the grievance in writing within 
seven working days of the meeting. The manager will inform you in writing of your right to raise 
your grievance at Stage 2. 
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Stage 2 

If the matter is not resolved at Stage 1, you may refer it in writing within seven further 
working days to the Divisional Director. You should set out the grounds for the complaint and the 
reasons for dissatisfaction with the Stage 1 response. You will be invited to a meeting to consider the 
matter, normally within seven working days of the request being made. Following the hearing, the 
Line manager will normally respond to the grievance in writing within seven working days of the 
meeting. 

 
Stage 3 

If the matter is not resolved by a meeting at Stage 2, you may refer it in writing within seven 
further working days to the managing director. You should set out the grounds for the complaint and 
the reasons for dissatisfaction with the Stage 2 response. You will be invited to a meeting to consider 
the matter normally within seven working days of the request being made. The decision of the 
managing director is the final stage of the procedure and will normally be given in writing within 
seven working days of the meeting. 

 
 

 
 
 
 
 
 
 
   Mr Wyn Thomas 22/01/2025 

Managing Director 


