Coopers Edge Trust – Grievance Policy
1. Purpose
The Coopers Edge Trust is committed to creating a positive, fair and respectful working environment. This policy provides a clear process for employees to raise concerns relating to their employment and to have them addressed promptly, consistently and without fear of disadvantage.
2. Scope
This policy applies to all employees of the Coopers Edge Trust, including permanent, temporary, part‑time and volunteers.
It covers concerns relating to:
- Working conditions
- Treatment by colleagues or managers
- Changes to duties or working practices
- Policies or procedures
- Any other employment-related matter
It does not cover:
- Disciplinary issues
- Complaints from service users or the public
- Safeguarding concerns.
3. Principles
- Concerns will be taken seriously and handled sensitively.
- Employees may be accompanied by a trade union representative or workplace colleague at formal meetings.
- Issues should be resolved informally wherever possible.
- No employee will be victimised for raising a genuine grievance.
- All parties will act respectfully and in good faith throughout the process.
4. Informal Resolution
Where appropriate, employees are encouraged to raise concerns informally with their line manager in the first instance. The manager should meet with the employee promptly, explore the issue, and attempt to reach a mutually agreeable solution.
If the grievance concerns the line manager, the employee may approach a more senior manager.
5. Formal Grievance Procedure
Step 1 – Submitting a Formal Grievance:
The employee should submit their grievance in writing to the Chair for Trustees or designated senior leader. The written grievance should include:
- A clear description of the issue
- Relevant dates, people involved and evidence
- The outcome the employee is seeking
Step 2 – Acknowledgement:
The Trust will acknowledge the grievance in writing within 5 working days and appoint an appropriate Trustee/Person to investigate.
Step 3 – Investigation:
The investigating Person will review relevant documents, meet with the employee, interview witnesses where appropriate, and gather evidence fairly and objectively.
Step 4 – Grievance Meeting:
A formal meeting will be arranged with the employee to discuss the findings. The employee may be accompanied by a colleague or union representative.
Step 5 – Outcome:
The Trust will provide a written outcome within 10 working days of the meeting, outlining the decision, any actions to be taken, the rationale for the decision, and information on the right to appeal.
6. Appeals
If the employee is dissatisfied with the outcome, they may appeal in writing within 10 working days of receiving the decision.
The appeal should state the grounds for appeal and any new evidence or concerns.
An appeal hearing will be held with a senior manager not previously involved. A final written decision will be issued within 10 working days of the appeal hearing.
7. Record Keeping
All grievance documentation will be stored securely and confidentially in line with the Trust’s Data Protection Policy.
8. Monitoring & Review
The Trust will review this policy every two years or sooner if legislation or operational needs require.
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