Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 11.1 – Example Grievance Procedure
1. Dealing with grievances informally
If you have a concern, grievance, or complaint about your work or someone you work with, you should first try to resolve the issue by speaking with your manager. In many cases, concerns can be addressed and resolved informally at this stage.

2. Raising a formal grievance
If the matter is more serious, or if you feel it has not been resolved informally, you may raise a formal grievance.
· Put your grievance in writing to your manager.
· Keep your statement factual, clear, and avoid using insulting or abusive language.
If your grievance relates to your manager and you feel unable to raise it directly with them, you should submit it to [alternative person or department].

3. Grievance hearing
Once a formal grievance has been submitted:
· Your manager will arrange a meeting (normally within x working days) to discuss the matter.
· You have the right to be accompanied by a colleague or a recognised trade union representative.
· After the meeting, a written decision will usually be provided within x days.
· If further investigation is required, you will be informed of the reasons and the expected timescale.

4. Appeal
If you are not satisfied with the outcome:
· You may submit an appeal in writing to your manager.
· You will then be invited to an appeal meeting (normally within x working days) with a more senior manager or a member of the club’s management committee.
· You may again be accompanied by a colleague or trade union representative.
· A final decision will usually be confirmed in writing within x days.
· The decision of the senior management committee member will be final.

This procedure ensures grievances are dealt with fairly, consistently, and promptly, while supporting open communication and resolution.

