Grievance Policy EIA

Step 1: Scoping the EIA

Name of the policy/function: The Grievance Policy/Procedure Lead assessor:  People Team
Date process started:  January 2010 Date process ended:  July 2010

This EIA is being undertaken because it is:

 FORMCHECKBOX 
 outlined within the equality scheme relevance assessment table 
 FORMCHECKBOX 
 part of a project proposal submission to the programme management board

 FORMCHECKBOX 
 a result of organisation change  FORMCHECKBOX 
 other – please specify:
Note: Great Britain (GB)-wide and Scotland and Wales specific policies

All policies that are specific to Wales and Scotland will undergo their own EIAs.  For all GB-wide policies, you will need to ensure that you have considered any impact that might incur as a result of activity taking place in Scotland and Wales. Please ensure that any EIA team established reflects expertise from Scotland and/or Wales colleagues.
Q1. Has a screening assessment been used to assess which of the equality groups the policy is relevant to?

Yes - A screening was carried out  FORMCHECKBOX 
(Please tick if applicable)
Date of screening:        

No:  A screening has not been completed  FORMCHECKBOX 
 Please tick if applicable
Note: If a screening has not been completed and your policy area is not obviously focused on one or more particular equality group (such as race and the construction industry), your assessment must consider all of the equality strands. Assessors of single strand projects must also consider multi- discrimination dimensions. See guidance for further details on assessing impact and multi-discrimination

Q2. What are the main aims, purpose and outcomes of the policy? You should be clear about the policy proposal: what do you hope to achieve by it? Who will benefit from it?
	Aims:
 
1. The aim of the policy is to provide a procedure for staff to raise individual concerns in a confidential manner which complies with the ACAS code of practice and encompasses  the following that
· l the employee should set out in writing the nature of the grievance; 

· the employer should hold a meeting with the employee; 

· the employer must allow the employee to be accompanied at that meeting by a colleague or trade union representative; 

· the employer must decide on appropriate action; and  

· the employer must allow the employee to take the grievance further if not resolved.

Grievances may be concerned with a wide range of issues, including the way an employee has been treated, allocation of work, the working environment or conditions, the opportunities that have been given for career development or the way in which they have been managed   

Complaints relating to bullying or harassment on the part of a colleague, should also be dealt with using this procedure. 
This fits in with the wider aims of the organisation to eliminate discrimination and protect human rights by ensuring that the Commission will not tolerate acts of discrimination and encouraging individuals to tackle unacceptable behaviour.

The policy encourages all individuals to tackle behaviour that they think is unacceptable informally by speaking directly to the individual concerned.  This should encourage better understanding and communication between all individuals.

Where individuals do not feel able to deal with the matter themselves, they are encouraged to speak to their line manager or another colleague to help them raise it informally. This could particularly benefit those individuals who find it difficult to voice their concerns, but still enables an informal resolution, reducing the stress and anxiety for those involved. 

However we also recognise that sometimes there will be issues that cannot be resolved informally.

This procedure is designed to maintain good relations at work by giving all employees a route through which individual concerns problems or complaints relating to employment or working conditions can be addressed.



	Purpose and Outcome:  

This procedure applies to all Commission employees regardless of working arrangements or length of service.  Temporary and interim members of staff are subject to a separate complaints procedure 
Grievances may be concerned with a wide range of issues, including the way an employee has been treated, allocation of work, the working environment or conditions, the opportunities that have been given for career development or the way in which they have been managed   

Complaints relating to bullying or harassment on the part of a colleague, should also be dealt with using this procedure. 

Where an employee raises a complaint that amounts to an allegation of misconduct on the part of another employee, this will be investigated and dealt with under the disciplinary procedure and you will be informed of the outcome. 

Grievances raised by an employee while they are subject to disciplinary proceedings will usually be heard only when the disciplinary process has been completed. Insofar as a grievance has any bearing on the disciplinary proceedings, it can be raised as a relevant issue in the course of those proceedings. 

If a grievance relates to action or possible action under the Probation, Disciplinary, Capability or Absence Management Procedures, it will usually be dealt with under those procedures which have their own review/appeal mechanisms 

This procedure is for individual concerns and not issues relating to  collective negation or consultation with the trade union , which will be dealt with under a separate Collective Grievance Policy to be developed during August 2010 and implemented in September 2010.


	Who will benefit: Commission employees.


Q3. Which aspects/activities of the policy are particularly relevant to equality?  At this stage you do not have to list possible impacts, just identify the areas.

	Activity/Aspect

	· training to support implementation of this policy

	· communication of this policy

	· access to and understanding of the processes within this policy

	· Confidentiality

	· Stress and mental health

	· Meetings governance


Q4. Gathering the evidence

List below available data and research that will be used to determine impact on the different equality groups
Note: Where you can find data to help inform your EIA

· The EHRC Library has around 6,000 articles, books and journals available for loan 

· The library's entire catalogue is searchable on our Intranet

· Our annual workforce monitoring reports
· The Triennial Review will be generating a lot of useful new evidence and statistics regarding equality issues in Britain.

	Available evidence- used to scope and identify impact

	The following data was collated for the Equality and diversity workforce monitoring report and covers the period April 2008- March 2009

The proportion of female, Black/Black British and disabled staff who have raised a grievance is disproportionate to the overall numbers within the Commission. 

Of the grievances raised, less than half were discrimination related and a further twenty percent were related to TUPE arrangements.  Although only two out of the 21 grievances raised during this period were upheld, the proportion of female, Black/Black British and disabled staff who have raised a grievance is disproportionate to the overall numbers within the Commission.

The policy team have referred to guidance from ACAS in developing a best practice approach to the grievance procedure in line with the ACAS Code of Practice and have also undertaken full consultation with PCS and Unite.




Q5. Evidence gaps 

Do you require further information to gauge the probability and/or extent of impact? 

No: please go on to question 6. 

Yes: please explain how you will fill any evidence gaps. 
	Evidence gap


	How will the evidence be collated
	Individual or team responsible and timeframe

	Data by equality strand will be collated around the following.

· Who has raised the grievance

· The Directorate

· The Issue raised

· the outcome, those upheld and not upheld, and

· the appeal (if relevant).
	Through the data collation carried out to complete our workforce monitoring report.
	People Directorate (Annually)


Q6. Involvement and consultation
Note: You are required to involve and consult stakeholders during your assessment. The extent of the consultation will depend on the nature of the policy. All major work programmes and strategies should make arrangements to consult throughout assessment. That includes gathering views on the initial aims of the policy and also on any impact. This should allow an informed view to be given on the options identified, as well as the assessment of impacts. Stakeholders’ views on the most effective methods of addressing unwanted impacts should be considered. Following consultation and involvement it may be necessary to go back to the assessment and revise your findings.
	Consultation that has taken place, who with, when and how:

	Consultation has taken place with the following stakeholders:

· Trade union representatives

· Staff

· Staff groups

· Corporate law

· Internal equalities, and

· HR business partners

· Managers



	Summary of the feedback from consultation:

	HR Policy meeting 10 May 2010:

· It was requested that a flow chart and glossary be included with the policy.

· It was agreed that although the Manager’s Guides are not subject to consultation, the People team would review comments and consider amendments.

· How will collective grievances be handled – a separate Collective Grievance Policy will be developed to cover this
· The policy should apply to all workers not just employees - The policy applies to Commission employees only.  Section 15 now captures how other workers should raise any concerns relating to discrimination, bullying and harassment or victimisation i.e. by raising this with their line manager or the People team.  
· Confidentiality (Section 7), specifically regarding situations in which confidentiality might not be maintained - Wording has amended to indicate the kind of situations where it might be necessary to involve others e.g. witnesses
· Section 9 – request to include reference to seeking advice from HR Business Partners about the appropriateness of mediation - reference to this will be made, and a link to the ACAS information on mediation will also be included in this section

· Section 10.2 – request that the timeframes be changed from 5 working days to 10 working days - this will be amended
· Section 10.3 – request to include specific grounds of appeal for individuals to refer to - this will be included 
HR Policy meeting 25 May 2010:
The following comments were made:

· Section 16 – it was raised that the statement on sickness absence needs to be consistent with the Disciplinary policy.  It was also raised that care must be taken to avoid any undue detriment to staff with mental health impairments and to ensure that undue pressure isn’t put on individuals to return early from sickness absence to attend a grievance hearing.


· It was suggested that in some circumstances where an individual is on long term sickness absence, the manager could investigate the issue and write a report on the information available rather than waiting for the individual to return, or they could have a union rep attend in their place - agreed that some wording reflecting this will be drafted.

· It was agreed that in such situations a time frame of 8 weeks be applied 
· 10.4 – it was suggested that a timeframe be given for arranging an appeal hearing – 10 days to be consistent with the original grievance hearing timescales

· 13 – clarification was requested on what is meant about maintaining confidentiality and to include sources of advice that can be accessed confidentially e.g. TU reps, HR Business Partners, Employee Assistance Programme

· 10.1 – request to include statement about preventing victimisation

· 14 – request to include a link to the Dignity at Work policy

Other comments:

The union also requested further information on how the Commission would prevent negative repercussions towards, or victimisation of staff members that have raised grievances.

Further clarification about reasonable adjustments being implemented during the grievance procedure was requested. 


	Link to any written record of the consultation to be published alongside this assessment:

	Consultation papers are available upon request as a summary of the feedback received has been provided in outline above. 

	How engagement with stakeholders will continue:

	This policy will be reviewed in twelve months time. Feedback collated during the next twelve months will be considered at the review.




Step 2: Assessing impact and opportunities to promote equality 

Look at the areas identified in question 3 as being relevant to equality (and any others identified during the evidence gathering or consultation stages) and document in the table below.  
Q7: Using the evidence you have gathered what if any impacts can be identified.  Please use the table below to document your findings and the strand(s) affected.

Q8: What can you do further to maximise opportunities to further promote equality. Please document below.
Step 3: Strengthening your policy

What can be done to remove or reduce any impact identified? Please use the table below to document your strengthening actions. 

	Activity/Aspect
	Strand
	Potential/actual Impact 
	Strengthening actions to remove or reduce impact

	D= Disability R=Race 

G= Gender
	Action (include timeframes)

	Confidentiality and record keeping - Victimisation
	All
	If the bullying or harassment is in relation to an individual’s age, disability, gender, gender reassignment, race, religion or sexual orientation, it could be very sensitive information and they could be concerned about victimisation in the future because they have raised a complaint
	Section 13 outlines procedures to offer staff protection against victimisation. (complete)

	Training
	All
	Poor understanding of the implications of this policy could result in its inadequate implementation.
	Undertake training for all managers through the implementation of the learning and development strategy for 2010-2012

Introduce an intranet based advice / good practice guide for managers.
A communication plan will be implemented ensuring Managers feel confident and have the knowledge to use the guidelines and policies, and staff are clear about what the policies mean for them personally.  


	Accessibility to the policies procedures
	D G
	1. The timeframes could have an impact on some individuals who work part time or require a reasonable adjustment. Example a grievance meeting must be arranged within five working days from the grievance being received. If someone works three days per week, they will have less time in work to prepare for the meeting. This is likely to impact more on women as a larger proportion of women work part time. This  could also impact on some disabled employees if five working days is not long enough to make reasonable adjustments, for example it is best practice to give one week’s notice to book a palantypist or interpreter

2. Poor understanding of terminology
	1. The Reasonable adjustment guidelines will be implemented. (on-going)

2. A glossary will be created to support staff to understand and clarify the meaning of terms used within policy documents. 
3. Alternative formats of policies will be sent to those that need it. (on-going)

4. Email – appropriate font size and accessible documents will be used to ensure no one is excluded during communication of this policy (on-going)



	Increased stress levels related to the grievance procedure
	D
	Individuals with mental health impairments could be adversely impacted by the stress associated with dealing with a grievance procedure. 


	Support will be provided during and after the grievance procedure through the Employee Assistance Programme. Consideration will also be given to providing a support worker at grievance meetings if this will assist the individual.(on-going)

	Meetings held throughout the grievance procedure- Governance 
	All
	Chair of the grievance meeting –we need to consider the nature of the grievance in considering who should be the chair of the grievance meeting.  The chair should usually be the individual’s line manager but in some circumstances this might not be appropriate, for example if woman raises a grievance about sexual harassment (relating to someone outside her team) and her line manager who will investigate it is a man. The sensitivity of the case may mean that a woman would be more appropriate. The grievance may be against the individual’s line manager


	

	Q9. Opportunities to further maximise equality

	


Step 4: Monitoring and review

Q10. What monitoring mechanisms do you have in place to assess the actual impact of your policy?
	Regularly monitor both the implementation and outcomes of the Grievance policy by equality group. This analysis will be reported to the Senior Management Team.
This policy will be reviewed in twelve months time when it will be clearer what the actual impact of this policy has been and how actions implemented as a result of this assessment have supported the successful implementation of this policy.



Please provide a review date to complete an update on this assessment. 

Date: July 2011
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