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Human Resources   

Grievance Policy and Procedure for Professional 

Services Staff   

   

Equality and Diversity  

This Policy will be applied in a non-discriminatory way, in line with the London 

School of Hygiene and Tropical Medicine’s Equality, Diversity and Inclusion policies.  

  

1. Policy  

  

1.1.  The London School of Hygiene and Tropical Medicine (LSHTM) is 

committed to promoting effective working relationships and an 

environment in which employees feel able to raise work-related issues 

with their managers. It is recognised however that staff or groups of staff 

may at some time have problems or concerns with their work, working 

conditions or relationships with colleagues including their own manager, 

which they wish to raise with management.  

1.2.  
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8.3.  It is the manager’s responsibility to seek to resolve the grievance 

informally and to notify the individual of the outcome.  If the grievance is 

resolved informally, a summary note of the discussion and its outcome 

should be recorded and shared with the employee.  

  

9. Formal Procedure  

  

9.1 Context  

9.1.1 If:  

• informal attempts undertaken by all in good faith (including 

mediation where applicable) to resolve the issue to the 

satisfaction of the employee fail; or,  

• exceptionally if the employee feels that the matter is sufficiently 

serious to address formally, then the employee can progress to 

the formal stages of the grievance procedure.  

9.1.2 The formal grievance must be raised as soon as possible normally 

within seven working days of the outcome of the informal grievance 

process or unsuccessful conclusion of the mediation process. 

9.1.3 For the purposes of this procedure, the person dealing with the formal 

grievance will be referred to as the ‘Grievance Manager’.  

9.1.4 The role of the Grievance Manager is to seek to resolve the grievance, 

in a transparent and impartial manner. They will meet with the 

employee to understand the basis for the grievance and the 

resolution sought. They will conduct any investigation required, 

including meeting with relevant others named in the grievance. (Also 

see 9.1.7 below). They will also Chair any Grievance meetings 

following an investigation where relevant.  

  

 9.1.5 The formal stages of the grievance procedure are designed to allow a 

case to progress through the normal management chain and 

therefore the Grievance Manager would normally be the employee’s 

line-manager or the next level of management where the line 

manager is the subject of the employee’s concerns.  

9.1.6 The HR Director may at their discretion appoint as Grievance Manager 

an alternative manager of appropriate seniority, outside of the line-

management relationship and who has not been involved in any 

informal attempts to resolve the grievance.  

9.1.
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Investigations will be supported by a member of the HR Department. 
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cases where an Investigating Officer is appointed, the Investigating 

Officer will write to the employee.  

9.2.8 The Grievance Manager (or Investigating Officer) will invite the 

employee to attend a formal grievance meeting in order to discuss 

the grievance. This meeting will normally take place within ten 

working days of the written acknowledgment or as soon as 

practically possible thereafter.  

9.2.9 Further particulars may be requested of the employee where the 

specifics of the case are unclear.  

9.2.10 Where the grievance relates to other employees, those individuals 

involved will be informed of the complaint and either requested to 

attend a formal grievance meeting, or an Investigation meeting 

and/or given the opportunity to respond to the grievance in writing. 
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9.3.5 The Grievance Manager will record any relevant issues arising from the 

outcome of the grievance that may need addressing in order to 

ensure effective management of the issues in the future, and may 

include recommendations in the investigation report to this effect.  

9.3.6 In the interests of transparency and fair process, other employees who 

are not the subject of the grievance but are asked to contribute to 

the grievance process will be informed of the grievance 

decision/outcome. They will not normally receive a copy of the full 

written statement of the outcome sent to the employee who lodged 

the grievance.  

    

9.4 Possible Outcomes of Grievance Meetings  

9.4.1 If the Grievance is upheld, or elements of the Grievance upheld:  

9.4.1.1  The Grievance Manager should decide what steps and 

related timescales should be taken to resolve the grievance 

or underlying issues, and either implement the steps 

themselves as soon as practicable or liaise with other 

relevant managers to ensure the steps are implemented.  

9.4.1.2  If the Grievance Manager concludes that the grievance is 

substantiated or partially substantiated, and recommends 

that a disciplinary hearing is necessary in order to consider 

the actions of one or more members of staff, they should 

consult with their designated HR Partner.   

9.4.1.3  Any disciplinary investigation and subsequent disciplinary 

hearing will be undertaken in accordance with LSHTM’s 

Disciplinary and Dismissals Policy and Procedure for  

Professional Services Staff or the Policy and Procedures on 

Discipline and Performance for Academic Staff. Should any 

concerns regarding the conduct of the employee raising the 

grievance come to light then their conduct may be subject to 

disciplinary action.  

 

9.4.2 If the Grievance is not upheld:  

9.4.2.1  The Grievance Manager should consider steps that need to be 

taken, if any, to address any underlying issues that may have 

been disclosed as part of the grievance.  

If, on investigation, the grievance is found to be vexatious or malicious, the 

employee may be subject to a separate investigation under the Disciplinary  

and Dismissals Policy and Procedure for Professional Services Staff.  
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10. Monitoring  

  

10.1 The HR representative responsible for advising on the grievance shall 

monitor the progress of the grievance. The HR Director will be informed of 

any grievance not resolved within four weeks after the submission of the 

grievance. If the HR Director believes there to have been undue delay they 

shall raise the issue with the relevant Head of Department/Service to 

promote a speedy conclusion.  

    

11. Appeals  

  

11.1 Employees who have raised a grievance are entitled to appeal against any 

decision taken under the formal stages of this policy in line with the 

provisions of the Appeals for Professional Services Staff: Policy and 

Procedure Document.  

  

Accessibility  

If you require any document in an alternative format, for example, in larger print, 

please contact Human Resources.  

  

Document Type  Policy and Procedure  

Document owner  Kessar Kalim (Director of HR) 

https://lshtm.sharepoint.com/Services/Human-Resources/Documents/Appeals_PSP_Policy_Procedure.pdf


https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Who%e2%80%99s-Who-in-HR.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Who%e2%80%99s-Who-in-HR.aspx
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their feelings respected by others.  You may have offended them without intending 

to and a simple apology may resolve the matter.  

• If accused of harassment or bullying, you may wish to contact the HR Partner 

https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
https://lshtm.sharepoint.com/Services/Human-Resources/Pages/Counselling-for-Staff.aspx
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