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Grievance Regulation 

 

Part 3 - Procedure for Staff in Grades 1 to 5 

1. Informal stage 

1.1 Members of staff should try to address any complaint locally and discuss the 

matter with their Head of Department or line manager in the first instance.  

1.2 Advice and support can be sought from HR and the relevant trade union, 

however, it is not normally expected that trade union and/or HR representatives will 

be present during discussions between the member of staff and the Head of 

Department or line manager at this stage. 

1.3 If such a discussion does not resolve the matter, or if the complaint is against 

the Head of Department or line manager, the member of staff should arrange to see 

an HR representative who will suggest how it might be taken forward informally. It is 

helpful if the member of staff can give some thought to his/her proposed 

solution/preferred outcome in advance of the meeting.  Please see 

http://www.dur.ac.uk/hr/contacts/ for details of HR representatives. 

1.4 There is no right to representation at informal meetings, but the member of 

staff may be accompanied by a trade union representative or work colleague if 

he/she wishes. 

1.5 If appropriate, the HR representative will meet with the respondent to advise 

him/her of the allegations and invite a response. 

1.6 If appropriate, the HR representative may set up a meeting with the 

complainant and the respondent with the aim of facilitating a discussion and reaching 

a resolution.  This may include the use of qualified workplace mediators. 

1.7 All parties involved should retain any documentation generated throughout 

this process to inform managers dealing with the complaint at later stages. 

2. Formal Stages 

2.1 If a resolution cannot be agreed by informal means, the member of staff 

should put the complaint in writing to the HR Director. 

2.2 The written complaint should provide concise details of the nature and 

circumstances of the allegations including supporting evidence (with copies of 

relevant documentation), the names of any witnesses who may be able to assist in 

the investigation and the proposed solution/preferred outcome for consideration. 

http://www.dur.ac.uk/hr/contacts/
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2.3 The respondent will be entitled to see the written complaint. Either a copy of 

the complaint will be sent to the respondent if he/she is already aware of the 

complaint or the manager, to whom the HR Director may refer the matter will discuss 

it in a meeting with the respondent. 

3. Formal Stage 1 

3.1 It is the responsibility of the HR Director to determine the appropriate person 

to whom the matter should be referred (the 'Designated Person'). 

3.2 If the Head of Department or line manager has not been involved in trying to 

resolve the issue, the HR Director will normally refer the matter to departmental level 

for resolution. 

3.3 If the Head of Department or line manager has already been involved in 

attempting to resolve the issue, or if the grievance concerns the Head of Department 

or line manager, the HR Director will normally refer the matter to another appropriate 

member of staff. 

3.4 If the grievance involves a Member of the University Executive Committee, 

the HR Director will determine the most appropriate method of dealing with the 

complaint. 

3.5 The Designated Person will invite the complainant, in writing, to a meeting to 

discuss his/her grievance without unreasonable delay. 

3.6 The complainant may be accompanied by a trade union representative or a 

work colleague at that meeting. All parties should make every effort to attend the 

meeting. 

3.7 After that meeting, the Designated Person may carry out any investigation 

that may be necessary. The Designated Person may meet with the respondent to 

inform him/her of the allegations and invite a response if this has not already 

happened at an earlier stage and to involve him/her in the proposed solution. 

3.8 If appropriate, the HR representative may set up a meeting with the 

complainant and the respondent with the aim of facilitating a discussion and reaching 

a resolution. 

3.9 Following the meeting and without unnecessary delay, the Designated Person 

will put his/her findings in writing to the complainant and where appropriate, will set 

out the action to be taken to resolve the grievance. 

3.10 The Designated Person will also provide a copy of his/her findings to the 

respondent. 

3.11 The complainant should be informed that he/she can appeal if he/she is not 

content with the outcome. 
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4. Appeal against the outcome of Formal Stage 1  

4.1 If the grievance is not upheld, or the complainant is dissatisfied with the 

outcome of the meeting, he/she can write to the HR Director asking for the grievance 

to be considered at Formal Stage 2. 

4.2 The complainant must state in writing, the grounds for his/her appeal and 

these must be provided to the HR Director within 10 working days of receipt by the 

complainant of the written outcome of the Formal Stage 1 meeting. 

5. Formal Stage 2 

5.1 It is the responsibility of the HR Director (or his/her Deputy) to determine the 

appropriate person to whom the matter should be referred (the 'Designated Person'), 

this will be someone not previously involved in the grievance case. 

5.2 The Designated Person shall invite the complainant in writing to a meeting to 

discuss his/her appeal without unreasonable delay. 

5.3 The complainant may be accompanied by a trade union representative or a 

work colleague. All parties should make every effort to attend the meeting. 

5.4 The purpose of the meeting will be to review the investigation and outcome of 

Formal Stage 1 and to consider any new evidence. 

5.5 After that meeting, the Designated Person may meet with the respondent and 

involve him/her in the proposed solution. 

5.6 If appropriate, the HR representative may set up a meeting with the 

complainant and the respondent with the aim of facilitating a discussion and reaching 

a resolution. 

5.7 Following the meeting and without unreasonable delay, the Designated 

Person will put his/her findings in writing to the complainant and where appropriate, 

will set out the action to be taken to resolve the grievance. 

5.8 The Designated Person will also provide a copy of his/her findings to the 

respondent. 

5.9 The decision at this stage is final; there is no further right of appeal. 

 


