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Introduction 

This grievance procedure is designed to provide a fair and effective framework for addressing and 

resolving grievances within our youth charity, involving young people, staff, and volunteers. It 

ensures that all concerns and complaints are taken seriously, investigated thoroughly, and resolved 

promptly. 

Scope 

This procedure applies to all young people, staff members, and volunteers associated with our youth 

charity. It covers grievances related to employment, volunteer work, treatment, behaviour, 

discrimination, harassment, health and safety concerns, and any other matters impacting the well-

being and functioning of the organization. 

Informal Resolution 

Step 1: Communication 

Encourage individuals to raise their concerns informally by communicating directly with the relevant 

person involved or their immediate supervisor, mentor, or line manager. This step aims to resolve 

issues quickly and informally. It is recommended to document the issue and any discussions or 

resolutions reached. 

Step 2: Mediation 

If the concern cannot be resolved through direct communication, a trained mediator may be involved 

to facilitate a conversation between the parties involved. The mediator should be impartial and work 

towards finding a mutually acceptable resolution. All parties should willingly participate in the 

mediation process. 

Formal Grievance Procedure 

Step 1: Written Grievance 

If the issue remains unresolved after the informal resolution attempts, the aggrieved individual must 

submit a written grievance to the designated person or committee responsible for handling 

grievances within the organization. The written grievance should include specific details such as the 

nature of the complaint, individuals involved, dates, and any supporting evidence. The grievance 

should be submitted within a specified time frame (e.g., 10 working days) from the incident. 

Step 2: Investigation 

Upon receipt of the written grievance, an impartial person or committee should be assigned to 

conduct a thorough investigation. The investigator(s) should gather relevant evidence, interview 

relevant parties, and maintain confidentiality throughout the process. The investigator(s) should 

provide all parties involved an opportunity to present their side of the story. 
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Step 3: Grievance Meeting 

Following the investigation, a grievance meeting should be scheduled. All parties involved, including 

the aggrieved individual and the person against whom the grievance has been lodged, should attend 

the meeting. They should be given sufficient notice and the opportunity to be accompanied by a 

support person. 

Step 4: Decision and Resolution 

After considering all the relevant information presented during the grievance meeting, the 

designated person or committee responsible for resolving grievances should make a decision based 

on the facts and evidence. The decision should be communicated in writing to all parties involved, 

outlining the outcome and any actions to be taken. If necessary, disciplinary or corrective actions 

should be implemented promptly. 

Step 5: Appeal 

If any party involved is dissatisfied with the decision, they may appeal within a specified time frame 

(e.g., 5 working days). The appeal should be submitted in writing, stating the grounds for the appeal. 

An impartial person or committee not previously involved in the process should be appointed to 

review the appeal and reach a final decision. 

Confidentiality 

All parties involved in the grievance procedure should maintain confidentiality to the greatest extent 

possible to protect the privacy and reputation of individuals. Information shared during the process 

should be strictly used for the purpose of investigation and resolution. 

Record Keeping 

All documentation related to grievances, including written complaints, investigation reports, meeting 

minutes, and decisions, should be securely filed and retained for a specified period (e.g., in 

accordance with legal requirements or organizational policies). 

Remember, this grievance procedure is intended to ensure a fair and supportive environment within 

our youth charity. It is important to treat all parties involved with respect, professionalism, and 

empathy throughout the process. 


