


Grievance Policy and Procedures
Overview
We are committed to providing a positive and supportive working environment. This Grievance Policy and Procedure is the process for employees to raise concerns or grievances related to their employment or voluntary service with us.
This procedure is extended to volunteers as a matter of good practice and does not confer employment rights.
Principles
The primary objectives of this policy are:
· To provide a fair and consistent process for addressing employee grievances.
· To encourage open communication and resolution of concerns at the earliest stage possible.
· To ensure employees feel confident that their grievances will be taken seriously and addressed promptly. 
Grievances relating to horse welfare or safeguarding will be treated as high priority and may be escalated immediately.    
Definition of Grievance
A grievance is defined as any concern or complaint that an employee or volunteer may have related to their employment, voluntary service, working conditions, or relationships with colleagues.  
Grievance Procedure
· Informal Resolution:  You should approach your Line Manager before doing anything else, as most grievances can be resolved informally. If your grievance is about your Line Manager or you do not want to raise it with them for some other reason, you must instead notify the Employer or somebody else holding the same level of responsibility as your Line Manager. If the informal approach does not resolve your problem, then you must use the formal procedure.  If you do not wish to use the informal procedure , you may raise a formal grievance at any time.
· Formal Resolution:  The written grievance should include details such as the nature of the grievance, names(s) of individuals involved, relevant dates, and any supporting facts and evidence.  You must also explain clearly what you want to see us do.  You should hand the written grievance to your Line Manager or Employer (if the Line Manager is the subject of the grievance).  
· We aim to acknowledge receipt of the grievance and arrange a grievance meeting within 5 working days.
· We will invite you to a meeting, usually within 10 calendar days of you lodging your grievance. The meeting is your opportunity to explain your problem and how you think we should resolve it and we ask that you make every effort to attend. If you are unable to attend, we will consider rescheduling.  If this is not possible, a decision may be made based on the available information.
· You can bring somebody with you to the meeting.  You have the statutory right to be accompanied by a fellow worker or a trade union representative. You must let us know as soon as possible if either you or your companion is unable to attend the meeting and we will try to reschedule.
· Recording meetings is not normally permitted without prior agreement. Requests will be considered reasonably. If you do have misgivings about either the process or the managers leading it, you should tell us openly so that we can address your concerns. For our part, we in turn will not record the meeting without your knowledge.
· After the meeting, we will take any investigative steps that we consider appropriate. Sometimes this will involve looking at documents or interviewing other people. We will not normally allow you to participate in this part of the investigation (for example, you will not normally be allowed to question other people directly). Sometimes, we may ask you for more information or for another meeting.
· We will make reasonable adjustments where required and ensure compliance with the Equality Act 2010.
· Decision:  Usually within 10 calendar days of the final meeting, we will tell you our decision and let you know if we plan to take any action to address your grievance. If a decision cannot be made within this timescale, for whatever reason, we will let you know as soon as possible.
· Appeal:  If you are not satisfied with the outcome, you may appeal in writing within 7 calendar days. We will invite you to a meeting, usually within 10 calendar days of you lodging your appeal. Wherever possible, the appeal meeting will not be led by the Manager who held the original grievance meeting. You may be accompanied by a fellow work colleague or agreed representative.  A final decision following an Appeal will be sent to you in writing, normally within two weeks of the appeal hearing. You do not have any further right to appeal against our decision.
Your Right to be Accompanied
Employees have the statutory right to be accompanied by a colleague or representative to a grievance meeting; we extend this to also include volunteers:
· Choice of Companion:  You can choose to be accompanied by either a fellow worker or another representative.  If the chosen companion is unavailable, you can suggest an alternative time within five working days for the meeting to be rescheduled.
· Role of the Companion:  The companion may address the meeting, confer with you, and support you, but may not answer questions on your behalf.
· Notice and Information:  We will inform you of your right to be accompanied in writing, as part of the invitation to the grievance meeting.  You must inform us in advance of the companion's identity and the reason for their attendance.
· Reasonable Accommodation:  We will accommodate any reasonable request by you to be accompanied.
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