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1 Introduction 

1.1 The purpose of this policy is to provide guidance and information on the 
Fairness at Work procedure for police officers, police staff and special 
constables to deal with workplace disputes. 

1.2 Norfolk and Suffolk Constabularies are committed to ensuring this policy 
complies with relevant legislation and general principles of fairness, and 
that consultation has been undertaken with all relevant staff groups. 

1.3 All Norfolk/Suffolk policies are intended to promote equality, eliminate 
unlawful discrimination and actively promote good relations regardless of 
a person’s race, ethnic origin, colour, nationality, gender reassignment, 
sexual orientation, religion or belief, marital or family status, trade union 
or staff association or support group activity, disability or age. 

1.4 The purpose of the Fairness at Work process is to achieve a resolution – 
it is not the opportunity for individuals to apportion blame.  The following 
principles will apply to all aspects of the Fairness at Work procedure: 

 avoidance of unreasonable delay; 

 reasonable timing and location of all meetings; 

 both parties have the opportunity to explain their case; 

 right to accompaniment at meetings; 

 reasonable adjustments to be made for individuals with a disability; 

 all parties must act reasonably; 

 confidentiality maintained. 
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2 Overview of Fairness at Work procedure  

Individual wishes to appeal?

YES

Grievance/concern arises

Individual to complete Fairness at Work form and send to HR Service Desk

Informal Meeting (if appropriate)

Individual accepts informal resolution? YES

NO

NO

Individual to appeal within 7 days of receiving written confirmation of outcome

 Stage 1 Initial Meeting to take place within 7 days of receipt of form

 Stage 1 Manager to undertake investigation of grievance/concern

 Stage 1 Outcome Meeting to take place within 21 days of receipt of form

INTERNAL FAIRNESS AT WORK PROCEDURE EXHAUSTED

STAGE 1

STAGE 2

Written confirmation of outcome sent to individual within 7 days of Stage 1 

Outcome Meeting  

 Stage 2 Initial Meeting to take place within 7 days of receipt of form

 Stage 2 Manager to undertake investigation of grievance/concern

 Stage 2 Outcome Meeting to take place within 21 days of receipt of form

Written confirmation of outcome sent to individual within 7 days of Stage 2 

Outcome Meeting  

END

END



Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

Page 6 of 22 

3 Support available during the grievance procedure 

3.1 Individuals raising a grievance and also those subject to a grievance 
may require support during the process and should be signposted to the 
support sources below:  

 First Contact Officers (Norfolk only) 

o First Contacts are colleagues specially trained to provide 

confidential support and information to individuals who have 

concerns at work.   A list of First Contacts is available from The 

Beat or the HR Service Desk. 

 Occupational Health  

o The Occupational Health unit will provide independent 

counselling and support, when requested. 

 Staff Associations/Trade Unions 

o These are the Police Federation, the Superintendents 

Association and Unison. 

 Staff Network Groups 

o Gay Police Association (Norfolk and Suffolk). 

o Black Police Association (Norfolk and Suffolk). 

o Norfolk Christian Police Association. 

o Norfolk Part-time Network. 

o Association of Women in Policing (Norfolk and Suffolk). 

o Reach Out (Norfolk and Suffolk). 

Consideration should be given to any reasonable adjustments required 
for a person with a disability to attend meetings, etc as part of the 
grievance procedure.  

4 Raising a concern/grievance 

4.1 A concern or grievance in the context of this policy is defined as a 
problem that an individual has about their work, working conditions or 
working relationships with colleagues.  This problem can range from a 
general concern up to more serious allegations of bullying and 
discrimination.  A grievance is not a frivolous or malicious complaint 
arising from a reasonable management instruction of lawful order. 

4.2 It is vital that any grievance or concern raised by an individual must be 
dealt with in line with this policy, whether or not it is in writing.  A 
“grievance” is so defined by the complainant and as such all 
“grievances” will be dealt with.   
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4.3 Grievances are not always stated in writing, and very often arise from 
other situations, i.e. exit interviews, resignation letters, disciplinary 
procedures, etc.  

4.4 If the individual initially raises a grievance with a work colleague who is 
not their line manager, the individual should be encouraged to notify 
their line manager (or 2nd line manager if concern relates to 1st line 
manager) immediately, even if the concern is raised as a result of an 
informal discussion.  If the individual does not wish to do so, and their 
grievance is of a serious nature, the colleague has a duty to inform their 
HR Advisor.   

4.5 Individuals who wish to raise a formal grievance should complete the 
FAW form (Appendix A) and return it to the HR Service Desk. 

4.6 Where a grievance has been raised against an individual, the HR 
Advisor must inform the individual of this fact at the earliest opportunity, 
and they should also be advised about the risks of victimisation of the 
individual who has raised the grievance. 

4.7 Where a collective grievance is raised i.e. by 2 or more individuals, the 
HR Advisor will agree the practical arrangements for dealing with the 
grievance with the complainants, however in most circumstances, there 
will be one individual nominated as the single point of contact for all of 
the complainants, who will receive formal correspondence and attend 
all meetings. 

5 Informal resolution 

5.1 In the first instance, individuals are encouraged to discuss their 
grievance at an informal meeting with their line manager (or, if the 
grievance relates to the line manager, the 2nd line manager), unless the 
grievance is of a serious nature, in which case the formal grievance 
procedure should be invoked at the earliest opportunity by completing 
the FAW form and returning it to the HR Service Desk. 

Informal meetings 

5.2 Informal meetings should be held between the line manager (or, if the 
grievance relates to the line manager, the 2nd line manager) and the 
individual who has raised the grievance as soon as possible after the 
manager becomes aware of the issue.  The individual can be 
accompanied at this meeting in line with Section 16 of this policy. 

5.3 The manager must: 

 hold the meeting in private, away from interruption; 

 listen carefully to what the individual has to say; 

 remain calm, especially during more emotional moments; 
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 endeavour to find out precisely what the grievance is about, 
trying to understand both the facts and the feelings behind them; 

 ask open questions; 

 carefully summarise what the individual has said; 

 look for solutions: 

 encourage the individual to suggest constructive 
solutions; 

 make own suggestions to solve the problem; 

 seek an adjournment if necessary; 

 think carefully before making a decision. 

5.4 In cases where the manager considers the alleged behaviour or the 
findings to be very serious, whilst the individual’s views will be taken 
into consideration, it may be decided to consider disciplinary action (see 
Section 8 of this policy).   

5.5 If, at the end of the informal meeting the individual is not satisfied with 
the outcome, then the formal Fairness at Work procedure should be 
commenced with the completion and return of the FAW form by the 
complainant. 

5.6 The manager must ensure that he/she records the discussions in the 
informal meeting, and that these notes are forwarded to the HR Advisor 
if the grievance is not resolved at the informal meeting.  These notes 
will be appended to the FAW form when received by the HR Advisor.  A 
copy of the minutes of the meeting (and contemporaneous notes where 
available) should be provided to the individual raising the grievance on 
request. 

6 The formal grievance process 

6.1 Where a grievance cannot be resolved informally, the formal grievance 
process will be followed.  Full details are in Appendix B ‘Formal 
Grievance Procedure’. 

7 Use of mediators in resolving grievances 

7.1 Where a grievance cannot be resolved, consideration may be given to 
use of an external mediator if it is considered this would bring about an 
appropriate resolution.  External mediation would usually only be used 
during the formal grievance procedure, and approval must be obtained 
from the Head of HR Service Delivery. 
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8 Discipline and grievance 

Grievance raised during a disciplinary process 

8.1 Where an individual raises a grievance during the disciplinary process, 
the disciplinary proceedings may (if appropriate) be temporarily 
suspended in order to deal with the grievance. Where the grievance 
and disciplinary are related, it may be appropriate to deal with both 
issues concurrently.  Advice should be sought from the Director of 
Human Resources (DHR). 

Disciplinary action resulting from a grievance 

8.2 In cases where the manager considers the alleged behaviour or the 
findings to be a disciplinary offence, whilst the individual’s views will be 
taken into consideration, it may be decided for further investigation to 
be carried out under the Disciplinary Procedure (Police Staff) or Police 
Misconduct Regulations. 

8.3 Whilst there is an organisational expectation that an individual will act 
as a witness as required to assist with any disciplinary proceedings, 
there should be a sensitive approach in circumstances where the 
complainant is reluctant to participate, for example the provision of a 
written witness statement rather than attendance at a meeting/hearing. 

9 Grievance relating to a Force policy 

9.1 Where the individual’s concern relates to a general issue arising from 
the content of a Force policy, they should raise the matter with their HR 
Advisor.  Where the individual is dissatisfied with an internal decision 
made or contemplated under a Force policy, the individual should follow 
the appeal mechanism contained within that policy unless either: 

 the policy does not contain an appeal mechanism, OR 

 the individual believes that the decision taken/being 
contemplated is not for the reason stated but for some other 
reason, e.g. discrimination, victimisation, whistleblowing, etc, OR 

 that the decision making process was not followed correctly, 

in which case a grievance should be raised using the FAW form at 
Appendix A. 

10 Breaches of Professional Standards (including whistleblowing) 

10.1 Breaches of Professional Standards should be progressed in 
accordance with the following policies: 

 Norfolk: ‘Reporting Breaches of Professional Standards’ 
(hyperlink to follow) 

 Suffolk: ‘Professional Standards’ (hyperlink to follow) 
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11 Counter-complaints 

11.1 Once an issue is raised under this policy, any counter-complaints from 
the subject of the case should be reviewed by the HR Advisor handling 
the case.  This review will determine whether there is evidence that 
either the original case or counter claim is of malicious intent or whether 
there has been a basic misunderstanding or misinterpretation that can 
be resolved.  In cases of malicious intent, disciplinary action should be 
considered.  Where a counter complaint is not deemed malicious, it 
should be dealt with in its own right in accordance with this policy.  All 
actions taken by a Stage Manager during a review should be recorded.  
A counter claim should extend the Stage by no more than 14 days; the 
grounds for any further extension must be recorded, and should be 
agreed with all the parties involved. 

12 Grievance raised against a Chief Officer 

12.1 Where a grievance is raised against a Chief Officer, the matter will be 
dealt with by the Director of Human Resources (DHR) rather than the 
HR Advisor.  In these cases, all responsibilities shown as being 
undertaken by the HR Advisor within this policy will be undertaken by 
the DHR, although the DHR may delegate tasks to a nominated deputy 
as appropriate. 

13 Grievance raised by an individual who has left either organisation  

13.1 Individuals who are no longer with either organisation but who have a 
grievance arising out of their employment/service with Norfolk or Suffolk 
Constabularies can still raise a grievance, although this right is limited 
to those issues which can be taken to an employment tribunal (details 
of tribunal jurisdictions are available from the Employment Tribunal 
Services).  The grievance must be submitted in writing to the HR 
Service Desk within 3 months of the date on which the event occurred, 
where possible.  Individuals who are currently working their notice 
period are subject to the usual Fairness at Work procedure.   

13.2 The individual will be subject to Stages 1 and 2 as outlined in Appendix 
B, however, in cases where it would be unreasonable to oblige the 
parties to attend an initial meeting, i.e. where there is no ongoing 
employment relationship and the parties are in agreement not to follow 
the standard procedures, the parties need not meet and the 
Commander/Department Head will set the response out in writing to the 
individual. 

14 Documentation and Record Keeping 

14.1 The FAW form (Appendix A) is used by the individual to formally record 
and submit their grievance, and details of the grievance procedure will 
also be recorded on the form by HR.  Additional papers should be 
attached to this form, and once completed, it will be retained 
confidentially by the HR department, who will undertake regular 
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monitoring of all formal grievance procedures.  This monitoring will 
include highlighting any patterns relating to reasons for grievances, 
locations, individuals who are the subject of grievances, etc. for 
appropriate action. 

15 Time Limits 

15.1 It is important that the timescales outlined in Appendix B are adhered 
to, in order to deal with the matter as a priority in an expeditious 
manner. 

15.2 Where it becomes obvious that any of these time limits cannot be 
achieved, all parties should be advised at the earliest opportunity and 
agreement reached on revised timescales where possible – where the 
individual is not in agreement with an extended timescale, and there are 
genuine reasons for failing to comply with the original timescales, the 
Stage Manager can make the final decision for a revised timescale as 
long as it is reasonable.  All reasons for time extensions should be 
documented. 

16 Accompaniment 

16.1 Individuals who have raised a grievance can request that they are 
accompanied by a work colleague, trade union representative, or staff 
association representative at any stage of the Fairness at Work 
procedure.  It would not be reasonable to be accompanied by a 
colleague whose presence would prejudice the hearing or who might 
have a conflict of interest. 

16.2 The individual accompanying may: 

 Address the meeting but not answer questions on the individual’s 
behalf;  

 Confer with the individual privately during the meeting;  

 Take notes; and 

 Ask questions of witnesses. 

To ensure fairness and openness the representative should not be 
directly or indirectly involved in any aspect of the grievance. 

16.3 The individual accompanying will be given reasonable time within 
normal working hours to prepare for a meeting.  If the individual 
accompanying cannot attend on a proposed date, the individual raising 
the grievance/concern can suggest another date so long as it is 
reasonable and not more than five working days after the date originally 
proposed by the manager.  This five-day limit may be extended by 
mutual agreement. 

16.4 The subject of the grievance is also entitled to be accompanied at any 
meetings they attend as part of the Fairness at Work process. 
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17 Maintaining confidentiality 

17.1 The parties involved will deal with all cases in confidence, or within 
agreed boundaries, and any unjustified disclosure in this context will 
result in disciplinary action being commenced. 

17.2 Breaches of confidentiality may occur in extreme circumstances where 
the Stage Manager considers alleged behaviour of findings to be very 
serious, in order for appropriate action to be taken, and in the event of 
legal processes.  Where a breach is required, the individual will be 
notified in advance and the impact will be minimised by only disclosing 
information which is pertinent to persons who can help resolve matters. 

18 Victimisation 

18.1 Victimisation of individuals involved in cases under the Fairness at 
Work procedure will not be tolerated.  Where a line manager/supervisor 
becomes aware of any form of victimisation of anyone involved in the 
Fairness at Work procedure, it should be acted upon immediately and 
referred for disciplinary action where appropriate.   

18.2 It may be necessary to consider separating the complainant from the 
person who is the subject of the complaint so that they no longer work 
together.  For either party, with the individual’s agreement, it may be 
possible to arrange a temporary transfer or a period of leave.  

19 Covert recording of meetings 

19.1 The covert recording of any meeting forming part of the Fairness at 
Work procedure is strictly prohibited.  Where any electronic device is to 
be used to retain a record of proceedings it should be made clear to all 
parties present that this is the case. 

. 
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Prior to undertaking the formal Fairness at Work procedure, you are strongly encouraged to 
discuss your grievance/concern at an informal meeting with your line manager, or, if your 1st 
line manager is the subject of the grievance/concern, your 2nd line manager. 
 
If your grievance/concern is of a serious nature or cannot be resolved as a result of this 
informal meeting, then you should commence the formal Fairness at Work procedure by 
completing this form and sending it to the HR Service Desk. 

 

 

Section A - Details of grievance 
To be completed by the individual raising the concern/grievance 

 

Your details: 

Name:  Job Title:  

Collar No.:   Rank/Grade:  

Area/Dept:  Work Location:  

 
Your Concern/Grievance 
Please describe what has happened, when it happened, and how it is affecting you  (use a 
continuation sheet if required) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Protective Security 
Marking: 

CONFIDENTIAL – WHEN COMPLETE  

 

Protective Security 
Marking: 

CONFIDENTIAL – WHEN COMPLETE  

 

If your grievance involves the application of a policy or procedure, please give details of its 
name and whether any appeal mechanism included in the policy has already been 
implemented: 
 
 
 

 
What is your desired outcome on raising this concern/grievance?  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Signed: 

 

  
Date: 

 

 
PLEASE NOW PASS THIS FORM TO THE HR SERVICE DESK TO 

FORMALLY ACTION STAGE 1 OF THE FAIRNESS AT WORK PROCEDURE 
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Section B – Record of procedure 
To be completed by HR 

STAGE 1: 

Date received by HR:  

Stage 1 Manager Name:  

Date of Stage 1 Initial Meeting:   

Name of investigator (if not Stage 1 Manager):  

Date of Stage 1 Outcome Meeting:  

Details of extensions to time limits:  

COPY OF STAGE 1 OUTCOME LETTER TO BE ATTACHED TO THIS FORM 

STAGE 2: 

Date Stage 2 request received by HR:  

Stage 2 Manager Name:  

Date of Stage 2 Initial Meeting:   

Name of investigator (if not Stage 2 Manager):  

Date of Stage 2 Outcome Meeting:  

Details of extensions to time limits:  

COPY OF STAGE 2 OUTCOME LETTER TO BE ATTACHED TO THIS FORM 
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STAGE 1 

On receipt of the completed and signed Fairness at Work (FAW) form, the HR 
Service Desk will forward the form to the relevant HR Advisor for action.  If the 
grievance is against a Chief Officer, then the case will be referred to the 
Director of Human Resources (DHR) who will manage the process. 

The HR Advisor will then consult with the District Commander/Department 
Head (or their nominated deputy in their absence) to determine who will be 
the Stage 1 Manager.  

Selecting the Stage 1 Manager 

The Stage 1 Manager will usually be the line manager, except where the 
grievance is directly linked to the line manager, when it will be the 
Commander/Department Head.  In the case of grievances raised against a 
Chief Constable, the DHR will liaise with the Police Authority to appoint an 
appropriate independent individual, i.e. an external mediator or another 
Force’s Chief Constable.  For grievances against other Chief Officers, the 
DHR will liaise with the Chief Constable to appoint an appropriate 
independent individual, i.e. another member of the Executive, an external 
mediator or another Force’s Chief Constable.  The line manager can still be 
the Stage 1 Manager where they were involved in any informal resolution. 

The Stage 1 Manager is responsible for dealing with the grievance during 
Stage 1: 

 Holding the initial meeting with the individual, 

 Fully investigating the grievance, 

 Holding the outcome meeting with the individual, 

 Ensuring individuals are aware of their right to accompaniment, , 

 Informing the HR Advisor of their decision, 

 Maintaining confidentiality. 

Stage 1 Meetings 

The Stage 1 Manager will make all arrangements for a Stage 1 initial meeting 
to take place within seven days of the written grievance being received by the 
HR Advisor.  After the initial meeting, there will be a full investigation of the 
grievance, and an outcome meeting will be held within 21 days of the 
grievance being received by the HR Advisor.  The individual has the right to 
be accompanied at all meetings relating to the grievance, and the Stage 1 
Manager should seek to establish whether any reasonable adjustments are 
required for an individual with a disability to attend the meetings. 

The HR Advisor will confirm the decision of the Stage 1 Manager in writing to 
the individual within 7 days of the Stage 1 outcome meeting, which will include 
the right to appeal to Stage 2.   
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If the individual is satisfied with the outcome of Stage 1, the HR Advisor will 
diary in a 3-6 month check to ensure that the resolution has been actioned 
and any lessons learned implemented.  All paperwork will be sent to HR for 
monitoring purposes and confidential retention.  All documents relating to the 
grievance including reasons for the decision should be forwarded to the HR 
Advisor for attachment to the grievance file on completion of Stage 1. 

If the individual is not satisfied with the outcome of Stage 1, they should 
appeal in writing to the HR Advisor within seven days of receiving written 
confirmation. 

STAGE 2 

Where the individual has appealed against the outcome of Stage 1, the HR 
Advisor will consult with the District Commander/Department Head (or their 
nominated deputy in their absence) to discuss who will be the Stage 2 
Manager.  At Stage 2, the grievance will be examined for any procedural 
breaches, to establish if the case was handled correctly and honestly within 
the framework of the procedure and to ensure that decisions have been made 
on an informed basis and with due regard to all relevant factors.  The Stage 2 
Manager has the authority to rectify any errors identified.   

Selecting the Stage 2 Manager 

The Stage 2 Manager will usually be the Commander/Department Head, 
except where he/she was the Stage 1 Manager or is the subject of the 
grievance, when it will be an individual of equal rank/grade or an appropriate 
Chief Officer, i.e. one not previously involved in the grievance process.  In the 
case of grievances raised against a Chief Officer, the Stage 2 manager will be 
the Chair of the Police Authority (or nominated deputy in their absence).  

The Stage 2 Manager is responsible for dealing with the grievance during 
Stage 2: 

 Holding the initial meeting with the individual, 

 Investigating the issues raised in appeal, 

 Holding the outcome meeting with the individual, 

 Ensuring individuals are aware of their right to accompaniment, 

 Informing the HR Advisor of decision, 

 Maintaining confidentiality. 

Stage 2 Meetings 

The Stage 2 Manager will make all arrangements for a Stage 2 initial meeting 
to take place within seven days of the written appeal being received by the HR 
Advisor.  After the initial meeting, there will be an investigation of the issues 
raised in the appeal, and an outcome meeting will be held within 21 days of 
the written appeal being received by the HR Advisor.  The individual has the 
right to be accompanied at all meetings relating to the grievance, and the 



Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Stage 2 Manager should seek to establish whether any reasonable 
adjustments are required for an individual with a disability to attend the 
meetings. 

The HR Advisor will confirm the decision of the Stage 2 Manager in writing to 
the individual within seven days of the Stage 2 outcome meeting.   

Where the individual is satisfied with the outcome of Stage 2, the HR Advisor 
will diary in a 3-6 month check to ensure that the resolution has been actioned 
and any lessons learned implemented.  All paperwork will be sent to HR for 
monitoring purposes and confidential retention.  All documents relating to the 
grievance including reasons for the decision should be forwarded to the HR 
Advisor for attachment to the grievance file on completion of Stage 2. 

Initial meeting 

This should be a short meeting for the purpose of identifying and clarifying the 
issues of concern.  It is not an investigatory meeting. 

This meeting should be held between the relevant stage manager and the 
individual no more than seven days after the HR Advisor receives notification 
of the grievance/concern.  The individual has the right to be accompanied at 
this meeting.  A representative from HR should be present at this meeting to 
take notes and provide any guidance necessary on the Fairness at Work 
procedure.   

The stage manager must: 

 Ensure the meeting is held in private and that there will be no 
interruptions, 

 Allow adequate time for the meeting to take place, 

 Put the person at ease by establishing a rapport with them, 

 State the purpose of the meeting, 

 If it is Stage 1, check whether or not an informal meeting has taken 
place and if so, why it has not proved successful, 

 Allow the individual to set out their grievance or, if necessary, allow the 
individual’s representative to summarise the case, 

 Listen attentively, 

 Not evade the issue or belittle it, 

 Probe in depth by asking follow-up questions to ensure all relevant 
details are known. 

Following the meeting, the stage manager will undertake the appropriate 
investigation.  A copy of the minutes of the meeting should be provided to the 
individual raising the concern/grievance. 

 



Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Investigation 

This is not a criminal investigation, and the quality/depth of the investigation 
must be proportionate to the issues raised by the individual.  It must also be 
limited to the issues identified at the initial meeting.  No further action will be 
taken when the initial investigation shows that the use of this policy is not 
appropriate in resolving the concern/grievance.  

Aspects of the investigation may be delegated to a nominated deputy by the 
Stage Manager, subject to them following the requirements for confidentiality.  
Where such a delegation needs to occur, e.g. due to sickness or work 
commitments, this must be discussed with the HR Advisor and the reasons 
recorded.  In cases where the manager considers the alleged behaviour or the 
findings to be very serious, whilst the individual’s views will be taken into 
consideration, it may be decided to consider disciplinary action (see Section 
6).   

Investigations at Stage 1: 

The Stage 1 Manager will fully investigate the concern/grievance following the 
initial meeting.  This may include holding meetings with others concerned, 
ensuring time frames are met or extensions agreed with the individual if 
required, and ensuring details of the matter remain confidential and records 
are fully kept. 

Investigations at Stage 2: 

An investigation into an appeal against the outcome of Stage 1 will be limited 
to the issues of appeal and the grounds cited by the individual.  As a result, 
the Stage 2 investigation may amount to a review of 
information/documents/evidence already gathered by the Stage 1 Manager, or 
it may require further investigation.  It should not be necessary for a complete 
investigation to be conducted again. 

Outcome meeting 

This should be a short meeting for the purpose of the Stage Manager outlining 
the outcome of the investigation into the issues identified by the individual. 

This meeting should be held between the relevant stage manager and the 
individual no more than 21 days after the written grievance has been received 
by the HR Advisor.  The individual has the right to be accompanied at this 
meeting.  A representative from HR should be present at this meeting to take 
notes and provide any guidance necessary on the Fairness at Work 
procedures.   

The stage manager must: 

 Ensure the meeting is held in private and that there will be no 
interruptions; 

 Allow adequate time for the meeting to take place; 



Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

Protective Security 
Marking: 

NOT PROTECTIVELY MARKED  

 

 State the reason for the meeting; 

 Explain the outcome of the investigation and the decision of the Stage 
Manager, together for the reasons for this decision; 

 Outline the individual’s right to appeal if at Stage 1. 

A copy of the minutes of the meeting should be provided to the individual 
raising the grievance. 

Within 7 days of this meeting, the HR Advisor will confirm the outcome in 
writing to the individual, confirming the right to appeal where it is the outcome 
of Stage 1.   


