How do I lodge a formal grievance with Cheshire East Council regarding my

Essential / Regular Car User Allowance ?
Cheshire East Council Intranet site includes a Grievance webpage, this can be found by doing a search for “Grievance”, 

This page includes copies of the Cheshire East Council Grievance Policy Grievance Policy (MS Word, 322KB) – which provides statutory rights and responsibilities of employees and managers and the Grievance Procedure Grievance Procedure (MS Word, 654KB) adopted in October 2011 and a copy of Formal Grievance Notification Form (MS Word, 323KB) - to be used when raising a formal grievance
Cheshire East Council believes that all employees should be treated with dignity and respect and strives to promote harmonious working relationships. Where employees are unhappy about work related issues, Cheshire East Council respects the employees rights to express their grievance and for the Council to respond in a timely, fair and consistent manner.

Any employee to entitled to raise a grievance regarding their Terms and Conditions of employment. Employees who raise a grievance in good faith will not suffer any detrimental treatment for bringing the matter to the attention of management, even if the grievance is not substantiated.

Responsibilities
It is the Manager’s responsibility to provide for the employee’s rights to:-
· be accompanied at meetings by a work colleague of their choice or to be represented by their Unison Representative; have access to relevant information regarding their grievance; have an opportunity to explain their position; and a right of appeal. 

It a joint responsibility of Manager’s and Employee’s
· To ensure that grievances are dealt with efficiently and within agreed timescales.
To ensure that the proceedings will be confidential, and any witness statements and records will be kept confidential to those proceedings. 

Summary of the Grievance Process

This is a summary of the process to be followed under the Grievance Procedure. We would advise that you also refer to the full Grievance Procedure for detailed information.

1. The grievance procedure allows you to raise a grievance relating to your employment and receive a timely and appropriate response from management, with a view to reaching a satisfactory outcome.
2. Grievance should normally be raised within 3 months of an event occurring or within 3 months of the final event where there has been a sequence of events.

Informal Stage

A grievance can be raised informally in the first instance in order to find a speedy solution to the problem.  In this you should first raise the grievance with your line manager who will be expected to provide a response (not an acknowledgement) to your complaint orally or in writing within 5 working days of receipt of the grievance.

Trade Union’s may be consulted at this stage or may accompany and represent you if appropriate.

If the line manager is the subject of the grievance, then the complaint should be addressed to the Head of Service. (Head of Service being the most senior officer in the operating unit.)

Formal Stage

 Where a grievance cannot be resolved informally it may be referred for Mediation within 5 working days and for the mediation process to be completed within 20 working days or can be dealt with under the formal procedure.

You should outline in writing to the Head of Service:-

· The nature of the grievance

· The evidence in support of the complaint

· The outcome which you are seeking

Head of Service (or nominated manager) will acknowledge receipt of this notification and must provide a response within 20 working days of receipt of the notification.

Head of Service (or nominated manager) will arrange a hearing with you and you will have the right to be accompanied at this meeting.  A written response will be given within the 20 day period.  Extension to this period may be mutually agreed.
Appeal 
Where you are not satisfied with the outcome of the Grievance hearing you will have the right of appeal.  This will be heard by either a Head of Service, a member of the Corporate Management Team or the Staffing Appeals Special Sub Committee (see full procedure.)  The decision will be notified within 5 working days of the appeal and will be final.

NB Please note that at both of the informal and formal stages of this procedure the responsibility for resolving the grievance may be delegated by the Head of Service to a line manager or section manager as appropriate.  Human Resources may be involved at any stage and If you are unsure about the procedure or who to send this form to please contact a member of Human Resources for advice and guidance.
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FORMAL GRIEVANCE NOTIFICATION FORM

Section 1: This section to be completed by the Employee(s)

	Name


	

	Department and section
	

	Name of line manager
	

	Name of your Trade Union  
	Cheshire East Unison

	Name of the person who will accompany you
	Please contact Unison Branch Office (01244) 346894 or mail@cheshireunison.co.uk
who will appoint a Unison representative

	Details of your Grievance

(attach a separate sheet if necessary)
	

	Date Grievance lodged
	

	Date of line managers response
	

	Please state the outcome you are seeking, if known (attach a separate sheet if necessary)
	


Employees Signature(s) …………………………………….   Date ………………………………

Section 2: This section to be completed by management

	Name of complainant(s)


	

	Department and section
	

	Name of line manager
	

	Formal Stage

Date notification received
	

	Date response required by (20 working days)


	

	Date written response sent to employee.
	

	Appeal

Appeal Date (20 working days)


	

	Date hearing notified (5 working days notice)
	

	Final Outcome


	


This form should be sent to the HR Delivery Manager, Cheshire East Council, Westfields Offices, Sandbach, Cheshire, CW11 1HZ 
