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Introduction 

In any organisation members of staff will from time to time have concerns or complaints regarding their work, 

working relationships or the working environment. Most concerns are resolved informally through discussion. 

If, however an employee considers that his or her concerns have not been addressed adequately s/he may 

raise a formal grievance under the procedures outlined in this policy. 

This policy aims to ensure that where problems are identified, they are dealt with promptly, fairly and 

consistently. 

This policy applies to all current Varsity International employees and covers the investigation of formal 

complaints of unacceptable behaviour such as Bullying, Harassment or Victimisation. Also see our Allegation 

Against Staff Policy and Procedure. 

If the parties resolve their dispute informally once they have invoked the formal grievance procedure, the 

procedure will be suspended to assess the outcome of the informal process.  

Grievance procedure 

Raising a Grievance informally  

• Any employee who has a grievance relating to their employment may raise the matter informally with 

their immediate manager, or if the grievance is against them, with a manager who is not the subject 

of the grievance, making it clear that they are raising a grievance. 

• The grievance will normally be investigated by the Managing Director without unreasonable delay. It 

will be investigated by the HR Manager if the grievance is with the Managing Director. This may include 

meeting with the individual or individuals who raised the grievance, the person against whom the 

grievance is raised or other witnesses. The manager will inform the employee of the outcome of the 

investigation orally or in writing. A written reply will normally be given if the employee requests it. It 

is hoped that most cases will be resolved at this stage. The formal grievance procedure will normally 

only be invoked if the grievance has not been resolved informally.  

Formal Grievance Procedure  

• If the grievance has not been resolved informally, the aggrieved employee may submit their grievance 

to the Managing Director in writing, copied to the HR Manager within 10 working days of being 

informed of the outcome of the informal grievance. This written statement should set out the nature 

of the grievance and the remedy sought. 

• On receipt of the formal grievance, the Managing Director or a senior manager designated by the 

Managing Director will review the complaint and commission any further documentation or 

investigation including the informal investigation and any interview notes and further interviews. 

• The investigation may seek to clarify the nature of the grievance, ask for information to be provided 

or conduct interviews with relevant parties. The employee has the right to be accompanied by a 

colleague. 
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• The employee will have the opportunity to explain their complaint and how they would like to see the 

matter resolved. Any other party to the grievance may be invited to give evidence. 

• As soon as the Managing Director or designated manager has completed investigations a meeting will 

be arranged to discuss findings. 

• Once the Managing Director or designated manager has heard and considered the employee's 

grievance, he/she will need to decide whether the grievance is justified or whether it should be 

dismissed. If the grievance is found to be justified, he/she may make recommendations or determine 

actions for redress of the grievance. The Managing Director or designated manager must inform the 

employee in writing (copied to the HR Manager) of the outcome of the grievance as soon as possible 

after the meeting advising of the right to appeal. 

• A record will be made of the meeting. The parties to the grievance will have the opportunity to 

comment on any factual inaccuracies in how their comments are recorded and will be asked to sign a 

copy of the record of the meeting to confirm that it is an accurate record. 

Appeal Procedure  

• Employees have a right of appeal against the outcome. 

• The right of appeal must be exercised within 10 working days of receipt of the letter of confirmation. 

• The appeal, stating the grounds on which it is made, must be in writing addressed to the Managing 

Director. 

• Varsity International will aim for an appeal to be dealt with within four weeks of the appeal being 

lodged, unless otherwise agreed between the parties. 

• The decision of the Managing Director will be final.  

After Employment 

• Wherever possible, a grievance should be dealt with under the above procedure before an employee 

leaves Varsity employment. However, a former employee may submit a grievance up to three months 

after his or her employment. 

• Where it is not reasonably practicable to apply the above procedure, or by agreement between the 

former member of staff and Varsity International, a modified procedure will apply. Under the modified 

procedure, the former member of staff shall set down in writing the nature of the alleged grievance 

and send it to the Managing Director who will consider the grievance and respond in writing. 

• There is no right of appeal. 


