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Grievance Policy
[bookmark: _er8g2ezyup6]Purpose
ClubsComplete GL Scotland is committed to providing a fair, transparent, and supportive process for employees to raise concerns about their work, treatment, or working environment. This policy ensures that all grievances are handled promptly, respectfully, and in line with best practice and legal requirements, including the ACAS Code of Practice, the Equality Act 2010, and the Employment Rights Act.
[bookmark: _rtk996fak62]Scope
This policy applies to all employees, contractors, interns, and volunteers. It covers concerns related to, but not limited to:
· Workload
· Interpersonal conflicts
· Discrimination, harassment, or bullying
· Disciplinary actions or perceived unfair treatment
· Health and safety concerns
· Breaches of company policies or procedures
[bookmark: _vwphhni8gtud]Principles
Fairness: All grievances will be handled impartially and without prejudice.
Confidentiality: Information will be shared only with those directly involved in managing or investigating the grievance.
Timeliness: Grievances will be acknowledged within 3 working days and investigated promptly.
Protection from Retaliation: No individual will be disadvantaged for raising a grievance in good faith.
Respect: All parties will be treated with dignity throughout the process.
[bookmark: _njae7pxha9zf]Step 1: Informal Resolution
Employees are encouraged to resolve concerns informally wherever possible. This may involve:
· Speaking directly with the person involved
· Discussing the issue with the Activity Leader or Directors
If the grievance concerns a director or the person the employee would normally report to, the employee may raise the matter with the other company Director instead.
Where this is not appropriate or possible, ClubsComplete GL Scotland may appoint an independent person or external HR adviser to review the grievance fairly and impartially.
Step 2: Formal Grievance Submission
If informal resolution is not appropriate or has been unsuccessful, the employee may submit a formal grievance in writing to one of the company directors.
Where the grievance concerns a director, the employee may submit the grievance to the other director where appropriate. If this is not possible or appropriate, ClubsComplete GL Scotland may appoint an independent person or external HR adviser to review the grievance fairly and impartially.
The written grievance should include:
• A clear description of the issue
• Relevant facts, dates, and supporting evidence
• Any steps already taken to resolve the matter
• The outcome sought by the employee
Acknowledgement of the grievance will normally be provided within 3 working days.
[bookmark: _xvz7qa1acrpp]Step 3: Investigation
Once a formal grievance is received, the appropriate Director or an appointed investigator will:
· Conduct an impartial and evidence‑based investigation
· Interview relevant parties and witnesses (who must maintain confidentiality)
· Keep detailed records of all findings
· Aim to complete the investigation within 10 working days
Employees may be accompanied to meetings by a colleague.
[bookmark: _wwbsr7wag3mk]Step 4: Resolution
After the investigation is complete:
· A decision will be made based on the evidence gathered
· The employee will receive the outcome in writing
· Any corrective actions or recommendations will be outlined
· Follow‑up may be arranged to ensure the issue has been resolved appropriately
Employees will be updated once the investigation is fully completed.
[bookmark: _jciv5z6v5jz3]Step 5: Appeal
If the employee is dissatisfied with the outcome, they may submit an appeal in writing within 3 working days to a Company Director. This will be forwarded to an impartial HR advisor if circumstances require.
The appeal will be reviewed by a Director /HR advisor who was not previously involved.
The Director/Appointed HR advisor decision is final.
[bookmark: _w61o84a536lh]Malicious or Bad‑Faith Complaints
ClubsComplete GL Scotland encourages all genuine grievances. However, deliberately false, malicious, or bad‑faith complaints may result in disciplinary action.
[bookmark: _ujewnfb8hg1s]Roles and Responsibilities
Employees:
· Raise concerns promptly
· Cooperate fully and honestly during investigations
· Maintain confidentiality
Directors:
· Support informal resolution where appropriate
· Ensure grievances are handled fairly and consistently
· Conduct or oversee investigations
· Maintain secure and confidential records
[bookmark: _s9hambd49rr1]Review and Amendments
This policy is reviewed annually or sooner if required to ensure compliance with legislation and best practice.
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