
Grievance Procedure for Staff
1. Purpose of the Procedure

The procedure is designed to make sure that any complaint you may have is dealt with as quickly and fairly as possible.
The procedure is only intended as a statement of our policy and does not form part of your contract of employment or otherwise have contractual effect.

2. Informal Discussions

     If you have any grievance about your employment your should discuss it with your line 
     manager. We hope most problems can be resolved at this stage, if not you should follow
     the formal procedure outlined below.   .
3. Statement of Grievance
You must set out your grievance in writing and send that statement (or a copy) to Mrs Blythe.
4. Complaints Meeting

You will then be invited to attend a meeting to discuss the grievance.  After the meeting 
you will be informed of the decision and be notified of your right to appeal if you are not satisfied with it.

5. Appeal

If you do wish to appeal you must inform us in writing within 5 working days of receiving the decision.  You will then be invited to attend an appeal meeting.  After this meeting you will be informed of the outcome of the appeal and this decision will be final.
6. General Requirements

In all cases the following principles will apply:
· Each step and action under the procedure must be taken without unreasonable delay.

· The timing and location of any meeting must be reasonable to all parties.

· Meetings must be conducted in a manner that enables both us and you to explain our respective cases.

· At all meetings you have the right to be represented or accompanied by a work colleague or a representative of your choice.
Students International is a member of AEGIS, which has its own complaint’s procedure.  If you feel that your complaint has not been handled to your satisfaction then you can apply to them for further advice and help.  They can be contacted by e-mail on  secretary@aegisuk.net.
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