RYE TOWN COUNCIL

GRIEVANCE PROCEDURE

1 Introduction

In order to assist in the maintenance of good staff relations the Council, after consultation with its staff, has adopted a standard Grievance Procedure for individual employees which is set out below.

2 Procedure

2.1 Where an employee is aggrieved on any matter (other than the payment classification, pay or salary point of his/her post) s/he should discuss the matter initially with his/her line manager (in the case of the Town Clerk – the Chairman of the Personnel Committee) This should be done as soon as possible for delay does not usually help resolve a problem satisfactorily. Where the interpersonal relations between the member of staff and the line manager give rise to grievance then the matter should be referred immediately as follows:
Staff member


Grievance referred to

Town Clerk
Three Members of the Personnel Committee – or three Members of Council - who are not the subject of the grievance

Other Town Hall staff
Chairman of the Personnel Committee

Heritage Centre Manager

Chairman of the Personnel Committee

Heritage Centre Sales/Counter staff
Town Clerk

2.2 The line manager should reply, in writing, to the grievance as soon as possible and, in any case, within 10 working days (Mon-Fri – excluding public holidays) of the grievance being discussed with him/her.

2.3 If the employee is dissatisfied with this reply s/he has two courses of action. S/He should report his/her grievance to a representative or fellow colleague who may then make representations to the individual/s specified under ‘Grievance referred to’ in the table appearing at 2.1. Alternatively, the employee can make a personal representation.

2.4 These representations should take place within 10 working days of the reply noted in 2.2. 

2.5 The individual/s specified under ‘Grievance referred to’ (see 2.1) should reply to the grievance, in writing as soon as possible, and in any case within 20 working days. On receipt of this reply the employee must inform the sender within 10 working days, in writing, whether or not the reply resolves the problem.

2.6
If the grievance is not resolved satisfactorily at this stage, the employee or his/her representative should submit the grievance, in writing as follows:

Staff member

Grievance referred to

Town Clerk



The Personnel Committee 

Other Town Hall staff
Three Members of the Personnel Committee


who are not the subject of the grievance

Heritage Centre Manager
Three Members of the Personnel Committee who are not the subject of the grievance

Heritage Centre Sales/
Three Members of the Personnel

Counter Staff
Committee who are not the subject of the grievance

These individual/s or body will consider the written grievance and if they deem it necessary receive oral submissions by the employee and/or his/her representative – and any other appropriate persons (including professional advisors). Having considered the grievance, the submissions and any professional advice, the individual/s or body specified under ‘Grievance referred to’ (above) must reply, in writing, to the aggrieved employee within 20 working days of receipt of the grievance.

2.7
On receipt of the reply the employee must inform the Chairman of the Personnel Committee within 10 working days, in writing, whether or not the reply resolves the problem.

2.8
If the grievance is not resolved satisfactorily at this stage, the Chairman of Personnel will refer the grievance to the Mayor, who will arrange for the full Council to consider the grievance within 30 working days of the date on which the aggrieved employee notified the Chairman of the Personnel Committee of the unresolved grievance, following the reply noted at 2.6. The procedure will be conducted in accordance with the procedure at Appendix A.

2.9
The decision of Council will be confirmed, in writing, to the aggrieved employee within 5 working days. This appeal is the final level of consideration within Rye Town Council.
3 Note

The time limits referred to in this Grievance Procedure may, by mutual agreement, be modified by all parties involved at that particular stage.

The employer shall provide an individual to take notes of all meetings or hearings attended by parties involved in this Procedure.

Rye Town Councillors are not permitted to act as an Employee’s Representative.

Any queries about this Grievance Procedure, or suggestions for how it might be improved, should be made to: The Town Clerk, Rye Town Council, Town Hall, Market Street, Rye TN31 7LA. Tel 01797 223902. Fax 01797 227706. Email townhall@ryetowncouncil.gov.uk.
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Appendix A

GRIEVANCE PROCEDURE

PROCEDURE FOR HEARING GRIEVANCES BY COUNCIL

1 The full Council shall hear unresolved grievances.

2
Upon receipt by the Mayor of an unresolved grievance referred to him by the Chairman of Personnel, the Personnel Committee shall meet to determine the most appropriate person to represent the Employer’s current position at the Hearing.

3
The Aggrieved Employee and his/her representative (if any) should be given notice at least 15 working days in advance of the time and place of the hearing. S/He should present his/her case in writing or have it put by his/her representative, or present it jointly with his/her representative, and should be enabled to call witnesses and produce documents relevant to the case. In order to make suitable arrangements, the parties appearing at the hearing should inform the Mayor of the names of witnesses intended to be called. Witnesses will remain in attendance at the hearing only if expressly required to do so by the Council. The Council may resolve to extend or adjourn the hearing.

4
The Aggrieved Employee (or his/her representative) to put his/her case and to call such witnesses as s/he wishes in the presence of the Employee’s Representative.

5
The Employer’s Representative and Council to have the opportunity to ask questions of the Aggrieved Employee and any witnesses whom s/he may have called.

6
The Employer’s Representative to put his/her case and call witnesses in the presence of the Aggrieved Employee and his/her representative.

7
The Aggrieved Employee (or his/her representative) and the Council to have the opportunity to ask questions of the Employer’s Representative and any witnesses s/he may call.

8
Council Members to have the opportunity to ask questions in general.

9
The Aggrieved Employee (or his/her representative) and then the Employer’s Representative to have the opportunity to sum up their case if they so wish.

10
The Aggrieved Employee and his/her representative and the Employer’s Representative and witnesses to withdraw.

11
The Council will deliberate in private (with the Town Clerk – if appropriate - and/or any other advisers), recalling the Aggrieved Employee and the Employer’s Representative only to clear up points of uncertainty on evidence given already. If recall is necessary both parties are to return even if one only is concerned with the point giving rise to doubt.

12
The Council will announce its decision to the Aggrieved Employee and the Employer’s Representative orally at the end of the Hearing, or adjournment thereof (see 3).
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