Wall2Wall Music
Grievance and Complaints Procedures
Wall2Wall Music seeks to provide a positive and supporting working environment for all its staff. In the case of minor issues It is hoped that most can be resolved there and then through dialogue between the member of staff and their line manager. In the case of more serious complaints or grievances the steps outlined below aim to make the process clear and to resolve the issue effectively. This policy relates to all staff both paid and unpaid including occasional staff. 
Once a member of staff has cause to raise a complaint or grievance the following steps are available:
Step 1
Make the complaint in writing to Wall2Wall Music. 
Step 2
A designated officer of Wall2Wall Music will first of all speak with the individual and informally resolve the problem, making sure they understand that the formal procedure is available if they wish to use it. He/she will make a note of the date when the issue was discussed and what action was agreed. He/she will confirm this in writing to the member of staff.
Step 3
Should a formal procedure be required Wall2Wall Music will carry out all reasonable investigations before considering a response.
Step 4
Wall2Wall Music will arrange a grievance meeting and
· Provide member of staff with reasonable written notice of the meeting, together with all appropriate documentation.
· Inform member of staff of right to representation.
The member of staff must take all reasonable steps to attend the meeting.
Step 5
When conducting the meeting the:
· The member of staff must state their case, commenting on all the evidence, calling any witnesses and challenging any evidence provided by the employer.
· Wall2Wall Music should put forward any explanation / evidence it may have concerning the grievance at the meeting.

Step 6
When informing the member of staff Wall2Wall Music must:
· Within a reasonable time, inform the member of staff of the decision in writing and their right to appeal against the decision.
· Keep a written record of ALL documents.
Step 7
Appeal
· The member of staff must notify Wall2Wall Music in writing of their wish to appeal and provide the basis of the appeal.
· Wall2Wall Music must invite the member of staff to a further meeting. 
· The appeal must be heard by a director of the company not involved in the earlier investigation and grievance proceedings.
· The director must inform the member of staff in writing of the final decision.

Key legislation
· Employment Act 2002
· Employment Act 2002 (Dispute Resolution) Regulations 2004
· Employment Rights Act 1996 and 1999

