
Grievanc e Proc edure
(last reviewed Jan 2010)

Grievanc e proc edure for a ll grades of Host Contrac t Management Ltd 

(the Company) employees. Effec tive from 1st June 2004

The ob jec tive of the grievanc e p roc edure is to enab le emp loyees who c onsider they 

have a  grievanc e or c omp la int a rising  from their emp loyment with the Company to 

have it dea lt with a t the most appropria te level within as short a  time as possib le. 

Anyone wishing to use this p roc edure c an do so freely and  without p rejud ic e to his or 

her position in the Company. In the first instanc e, a ll g rievanc es will be dea lt with 

informa lly by your immed ia te superior who will a ttempt to dea l with the matter a fter 

making suc h c onsulta tions as a re nec essary.

If it is not dea lt with to your sa tisfac tion, you may invoke the next stage, the forma l 

p roc edure. You should  put your grievanc e fully in writing  to your immed ia te superior 

exp la ining the basis for the grievanc e. Every opportunity will be g iven for your 

grievanc e to be sta ted  and  you will be invited  to a  meeting  to d isc uss your grievanc e.

You must take a ll reasonab le steps to a ttend  the meeting . As appropria te, further 

investiga tion may take p lac e and  ac tion may be taken. You may be ac c ompanied  

by a  friend , a  fellow emp loyee or a  Trade Union offic ia l of your c hoic e a t any 

grievanc e or appea l hearing . If the Company believes tha t a  request for a  pa rtic ula r 

rep resenta tive is unreasonab le, the Company may ask you to nomina te a  d ifferent 

rep resenta tive.

If your rep resenta tive is not ava ilab le a t the time and  da te p roposed  by the Company 

for the hearing , the Company will postpone the meeting  to an a lterna tive time and  

da te, p rovided  tha t this fa lls within five working days of the orig ina l hearing  da te. A 

dec ision sha ll, if possib le, be g iven within ten working days. 

If the matter is not resolved  to your sa tisfac tion with your immed ia te manager within a  

reasonab le time, you c an ra ise it w ith the relevant Line Manager or HO departmenta l 

head . If you a re d issa tisfied  with the dec ision, you may within seven days of tha t 

dec ision, appea l in writing , setting  out your grounds for appea l, to the Managing 

Direc tor.

Objec tive: to a llow our people to speak up



For the purposes of this Grievanc e Proc edure, the Line Manager is the manger within 
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job  title may be. The HO departmenta l head  is the line manager equiva lent within the 

sa les, tec hnic a l servic es or financ e department of the c ompany.

The Managing Direc tor will make a rrangements for a  grievanc e appea l hearing  a t 

whic h you will have the right to be ac c ompanied  and  to make submissions for 

c onsidera tion. You must take a ll reasonab le steps to a ttend  the meeting .  The 

Managing Direc tor will g ive a  dec ision, if possib le, within ten working days. The 
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fo llowing this stage.

If your c omp la int or g rievanc e rela tes to your immed ia te superior, the grievanc e c an 

be ra ised  d irec tly with the relevant Line Manager or HO departmenta l head .

Also, if your grievanc e is of a  sexua l, rac ia l, d isab ility or relig ious na ture or rela ted  to an 

a llega tion of bullying  or ha rassment, you have the right to ra ise it d irec tly with the Line 

Manager or HO departmenta l head . If tha t avenue is c losed  to you due to your line 

management rela tionship  with the Line Manager or HO departmenta l head , you may 

go d irec tly to the Managing Direc tor.

Objec tive: to a llow our people to speak up /  c ont...

If any Host employee is not happy with any area of their life with 

Host, then we enc ourage them to d isc uss it ahead of making any 

formal grievanc e against another c olleague or the c ompany. This 

way we keep the Host c ommunity as a happy group of people.


