
Grievance and Disputes Procedure and Policy

1. Introduction

1.1  This policy sets out to provide a framework as to how any grievance procedure 

       within the Club will be managed. The policy applies to all Club Members (all those 

       entitled to vote at an Annual or Special General Meeting), Swimmers, Parents, and 

       the Coaching and Teaching Team, any of whom may take out a grievance procedure.

1.2  Any person taking out a grievance against any person within the Club, can expect the

       matter to be managed professionally and, in accordance with ASA Law, the Club 

       Constitution and the Club’s Disciplinary Policy and, the ASA policy with regard to  

       Child protection issues that may arise as a result of a grievance or dispute.  

       Confidentiality of all parties to the grievance will be respected and maintained.

1.3  The effective handling of any grievance or dispute as they arise plays an important

       part in maintaining good relationships throughout the Club and leading to early 

       resolution of any issues. Such issues should be settled as closely as possibly to the 

       level at which they arise.

1.4 Where, during the course of an investigation into a grievance, it is clear that a matter 

       of discipline is also involved, then the Clubs’ Disciplinary Procedure may also be 

       invoked and a separate investigation initiated.

1.5   Where the grievance or dispute does not breach ASA Law the Club has the right to 

        resolve the matter internally in accordance with ASA Law 180 and 308.

1.5  The policy will be displayed on the Clubs’ Notice Board and on the Club Website,

        the website copy will always be the current policy

2. Definitions

2.1 A grievance exists when an individual feels that they have cause for complaint 

       regarding such issues as their duties, working conditions, working procedure and

       alleged unfair treatment.

2.2 A dispute exists when any of the above in 1.1 shares the same grievance.

3. Representation

3.1 Any member as defined in 1.1 is entitled to representation during the grievance 

       procedure process and this may be a friend, another Club Member, a representative

       of a swimming professional body. Any Club Member under the age of 18 years of

       age may have a parent with them. Representation must be considered at an early

       stage to avoid any conflict of interest.

4. Informal Procedures

4.1 There will be numerous occasions when minor queries can be resolved using good 

       communication and negotiating skills in an informal approach between those 

       involved.

4.2 If the matter cannot be resolved informally all parties have the option of proceeding 

       to a more formal stage.

4.3 At an informal stage it is important that a written record is kept of the grievance or 

       dispute noting the time, date, location, the nature of the incident and any witnesses if

       applicable (See Appendix A).

4.4  The Clubs’ Welfare/ Child Protection Officer may be involved at any point either to

       represent a swimmer or to support a swimmer.

4.5  The aggrieved person(s) may call any witnesses to support their grievance/dispute. 

       The aggrieved person(s) can expect to be interviewed about the matter as may any 

       witnesses.

4.6  Where the matter is a swimming matter, the grievance should be resolved by the

       Lead Coach of a Squad or Lead Teacher or another Teacher of a Teaching Group.

4.7  Where the matter is of a general nature, the grievance should be resolved by the 

       Club Committee. Any members of the Committee involved in the grievance or 

       dispute may not be part of the hearing panel.

5. Formal Procedure

5.1 The formal procedure sets of the process in the resolution of a grievance or a dispute. The following should be recorded (See Appendix A):

5.1.1 Name of person(s) recording the grievance/dispute

5.1.2 Squad or Teaching Group

5.1.3 Person to whom the grievance/dispute was reported to

5.1.4 Date and Time of report

5.1.5 Nature of Grievance/Dispute

5.1.6 Reason why it had not been settled at a local level

5.2 All parties will agree a timescale at each stage within this procedure. It should be settled as soon as possible and kept to as local a level as possible e.g. if there is a grievance at teaching group level, resolve at that level.

5.3 Where there is a grievance directly related to the next in line, then it would be reasonable to approach resolution of the grievance at a higher level in the Club. 

5.4 Notification of a grievance/dispute procedure being invoked must be given to the Club Secretary within 7 days. The Secretary will notify accordingly as below to 5.5 and 5.6.

5.5 The Coaching Committee will respond within 14 days where the nature of the grievance is a swimming matter. The Club Welfare/ Child Protection Officer may be present either to represent a swimmer or to act in support of a swimmer. It will be the Chairman’s decision as to whether to allow a child to be present during a hearing or may order the child be represented or assisted by an adult. The Coaching Committee decision is final. The Club Secretary will record the process and notify the person(s) concerned in writing the date of the hearing and, the outcome via the Chairman and Head Coach within 5 days of the hearing.

5.6 The Club Committee will respond within 14 days where the nature of the grievance is a general Club matter or relates to those paid to provide services to the Club. The Club Welfare/ Child Protection Officer may be present either to represent a swimmer or to support a swimmer. It will be the Chairman’s decision as to whether to allow a child to be present during a hearing or may order the child be represented or assisted by an adult. The Club Secretary will record the process and notify the person(s) concerned in writing the date of the hearing and, the outcome via the Chairman within 5 days of the hearing. The Club Committee decision is final. 

6.0 Right to Appeal

6.1  Following an informal or formal procedure at a local level that has not been resolved

       to a satisfactory outcome for all parties, any party may wish to appeal to a higher 

       level within the Club. 

6.2 The final decision of the appeal hearing when relating to a swimming matter will be

       made by the Head Coach. When the grievance or dispute relates to a more general 

       matter within the Club, the Club Chairman will have the final decision.

7.0 Vexatious or Habitual Grievances or Disputes

7.1 Dealing with grievances and disputes can be time consuming and a difficult process for some. A mechanism is needed in order to identify habitual or vexatious complainants and deal with it appropriately. There may be some genuine substance to such grievances and therefore it is important that these are adequately addressed.

7.2 Claimants may be deemed habitual or vexatious when they meet the following

       criteria;

7.2.1 Persist in pursuing a grievance when the Clubs’ procedure has been exhausted.

       7.2.2 They change the substance of the grievance or continually raise new issues 

                 whilst the grievance is being addressed. Where however these may be relevant, 

                 they should be considered or addressed separately.

       7.2.3  They focus on trivial matter that is out of proportion, careful judgement must 

                 be made on this.

       7.2.4  They have harassed or been personally verbally abusive and aggressive on 

                 more than one occasion towards those dealing with the grievance or dispute.

7.2 The Chairman and Head Coach will jointly decide if the claimant is habitual or 

       vexatious. The Club Secretary on behalf of and in response to the Chairman and 

       Head Coach will refer them to this policy. Where the policy has been exhausted and 

       the claimant has been notified in writing but still persists in pursuing the grievance or

       dispute, they should be responded to in writing stating that the Club has responded 

       fully and there is nothing else to add. The claimant should be advised that all further

       correspondence is at an end and that further letters received will be acknowledged 

       but not answered.

8.0  Resignations from the Club

8.1  The standard policy and procedure will apply to those who have left the Club as set 

       out above. The individual(s) may not be required to attend a hearing. They will be 

       required to set out the grievance or dispute in writing and send it to the Club 

       Secretary. The Chairman will respond to the grievance in writing and send a copy to

       the claimant. The matter will then be considered closed and there will be no right of 

       appeal.

This is a new policy and is subject to review.

Dated 28th March 2007. T.Goode
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