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Grievance Resolution Policy and Procedure
Frequently Asked Questions (FAQ’s)
This information is intended to assist employees and workers.  It is non-contractual and may be subject to change at Barnardo’s discretion. 

These FAQ’s support the Grievance Resolution Policy and Procedure 
and the Prevention of Harassment Policy. 
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1. How do I raise a concern about my work or a problem that is affecting my employment?  
Wherever possible, if you have a problem, you should discuss this as soon as possible with your supervisor or manager.  If the problem involves a relationship with a work colleague, you should discuss this as soon as possible with the individual, or, if you feel unable to do this, your supervisor or manager, or with one of the third parties listed in Sources of Support. The expectation is that most situations can be resolved informally and avoid resorting to formal procedures. Sometimes mediation might be appropriate to try to resolve a problem at this stage, and perhaps even once the formal procedure has been triggered.
The formal Grievance Resolution Procedure begins when you send your grievance in writing to your line manager, an appropriate impartial manager or the Local People Team.  There is no set format for this, but the letter should make it clear you are raising a grievance and include full details of your grievance, including details of any informal steps you have already taken to try to resolve this, and what action you would like to resolve your concerns. This will help to expedite the process.  
If you have a disability, impairment, mental or physical health condition which makes it difficult for you to formulate your grievance, you should seek assistance from your People Team, Trade Union representative (if you are a Union member) or a member of the Disability Network. 
Normally if you raise a complaint related to another procedure (which includes its own appeals process e.g. disciplinary, performance improvement, redundancy etc.) it will be addressed using that procedure as part of the existing process. Once that procedure is complete, if there are any outstanding unresolved issues, these can then be dealt with using the Grievance Resolution Procedure.

If you have a concern about organisational wrongdoing or malpractice you should raise your concern using Barnardo’s Whistleblowing Policy.
2. Where can I find information about harassment situations?

For Barnardo’s approach to harassment, please refer to the Prevention of Harassment Policy.   
The Frequently Asked Questions on harassment include information for individuals who may be the subject of a harassment complaint or who are considering making a complaint.  Examples of what might be construed as harassment in relation to each of the protected characteristics are also included.     
3. What is mediation?
Mediation is one possible option which may be used at any stage during the informal and/or formal grievance procedure to try and resolve the problem, provided all parties agree. 
Mediation will normally involve identifying an internal mediator who is independent and impartial to facilitate the resolution of problems between the parties. 
A mediator does not make judgments or determine outcomes - they ask questions that help to uncover underlying problems, assist the parties to understand the issues and help them to clarify the options for resolving their difference or dispute. 
Your People Team will be able to assist in identifying a suitable mediator or individual with mediation skills. 
4. Can I be accompanied to grievance meetings?
Yes, you can be accompanied by a UNISON/other trade union representative or a Barnardo’s colleague to the 1st formal stage and any appeal meeting.  The letter inviting you to the meeting will ask you to confirm your request to be accompanied, and the name of your companion, in advance of the meeting.
There is no right to be accompanied at investigation meetings, even if they are conducted in a formal style.  
If an aspect of the grievance procedure causes you difficulty on account of any disability, impairment, mental or physical health condition, or if you need assistance because English is not your first language, you should raise this with your People Team and if there are any reasonable adjustments that you would like to be considered. You may also request reasonable adjustments for your companion.  

Please see Accompaniment for more information, including details of the role your companion can take. 
5. Are there other sources of support available to me?

Yes, please see the Sources of Support information located on Inside.Barnardo’s.
6. How will my grievance be handled?

If you raise a formal grievance, you must provide full details of your grievance in your letter (see Grievance Resolution Policy and Procedure) and FAQ 1 above for more information).  The manager considering your grievance will meet with you to discuss this and your desired outcome.  Usually, the meeting will then be adjourned for the manager to consider how to deal with the grievance.  They will decide whether any additional information or investigation is required.  The extent of the additional information or investigation will depend on the issues raised. The manager considering your grievance will objectively and impartially compile the evidence to establish the facts. People Teams will provide advice and support to managers where necessary.     

7. Will the information I provide during a grievance be shared?

Confidentiality will be maintained wherever possible, and information shared on a need to know basis only, with others involved in the particular grievance process. If required, names can be removed before sharing if this will protect confidentiality.
If you raise a grievance which includes an allegation against another person, normally all the information relevant to that person will be shared with them and any relevant information may also be shared with others involved in the particular grievance and any subsequent process. 
If you are interviewed during a grievance investigation and/or provide a witness statement, any information you provide may be shared with the person who raised the grievance and with others involved in the particular grievance and any subsequent process.
In some exceptional circumstances information may need to be withheld, for example, to protect a witness.
8. What happens if I wish to raise a complaint anonymously?
There may be occasions when individuals only feel comfortable in raising a complaint anonymously. However, a complaint that is raised anonymously is likely to limit enquiries and make investigation difficult. In addition, it can also be difficult to make a judgement about the extent to which the matter has been raised in ‘good faith’. In light of this, there may be instances where Barnardo’s, having seriously considered the complaint and all the information available, might not be able to pursue an anonymous complaint. Employees are encouraged to come forward and disclose their identity to those who need to know it as this ensures a thorough investigation and that the matter is dealt with appropriately. It also enables feedback to be provided.
9. What happens during an investigation?
An investigation aims to discover all the relevant facts and information, in a fair and objective manner. The investigating manager will carry out fact finding interviews with those deemed relevant by them and review documentation or information that is given or obtained. 
10. Will I be given a copy of the meeting notes taken at the grievance meeting?

Yes. A member of the People Team (or a designated note taker) will take a written record (not a word for word account) of the meeting which will reflect the key points of the discussion, and this will constitute the official record of the meeting. You may also take a written note of the meeting or if you so wish, your companion. Audio or visual recordings of meetings held under the grievance procedure are not permitted at any stage. 
11. What action can I take if I am not happy with the outcome of the 1st formal stage of the procedure?
The written outcome of the 1st formal stage of the procedure will advise you who to write to if you are not satisfied with the outcome.  You must lodge your appeal in writing within 10 working days of receiving the outcome of the 1st formal stage.
You will be invited to an appeal meeting to explain your appeal submission.  Before the meeting, the appeal manager may ask you to clarify any aspect of the information you have provided in relation to your appeal if they deem this is necessary.  The appeal manager will review the original decision and may decide to adjourn and reconvene the meeting, especially if they wish to have the opportunity to make additional enquiries.
The outcome of the appeal hearing will be confirmed to you in writing, and this decision will be final.
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