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Recording Form

Please refer to the guidance document before commencing completing this form.

Information about the EIA

Please provide responses under ‘Information Provided’ as required by the questions listed in the first column.

	[bookmark: _Hlk200619348]Information Required
	Information Provided

	Date

	January 2026

	Title of Activity / Proposal / Policy / Practice

	Grievance Procedure

	EIA Team and Lead Member of Staff 

(Names and job roles of all people involved in this EIA)

	Director of HR & OD
HR Systems & Projects Administrator
HR Partner Manager
HR Partners

	Type of Policy or Practice 

(Please state whether it is New, Exiting or Revised.)

	Revised

	What are the aims and purposes of this activity / proposal / policy / practice?

	This revised Procedure aim to achieve for promoting and ensuring effective employment relations as well as fair and consistent treatment of all employees for dealing with grievance cases. This revised Procedure clarify the purpose of grievances, provide the clarification of the role of involved parties, and deliver clearer process for aiming to improve the whole practice. As a result, employees who has been affected would gain more support.

Where possible, aiming for resolving cases informally and everyone being involved the process should commit to a problem-solving approach.     









Process Planning

Please provide responses under ‘Information Provided’ as required by the questions listed in the first column.

	Information Required
	Information Provided

	Has the EDI Lead been informed about this EIA? (Please state yes or no.)

	Yes

	Who will be affected?
	All employees and managers will benefit from a consistent, supportive and transparent framework being available.

	Who will be consulted?
	Both EIS-FELA & Unison were consulted on the changes to this Procedure.  Updating takes account of current College practice.  


	What evidence is available of how the policy/decision, etc. affects, or may affect, protected groups?

Evidence could be quantitative, qualitative or anecdotal.

	All grievances are dealt with under the Grievance Policy and Procedure and follow a pre-determined process that doesn’t have different provisions for any protected characteristics.

We continue to monitor grievance cases, especially for employees with protected characteristics quarterly and annually and have the ability to produce anonymised statistics from iTrent.

Collecting relevant feedback from HR partners could be also useful for further analysis.

The updated Procedure is available on the intranet and accessible to all employees so they are aware of their right and the framework of the process.



Meeting the Public Sector Equality Duty (PSED)

Please state in the column of ‘Information Provided’ how this activity / proposal / policy / practice will comply with each element of the PSED listed in the first column.

	Elements of the PSED
	Information Provided

	Eliminating discrimination, harassment, and victimisation 


	To use this Procedure effectively, the College will train all managers in the use and application of the College’s (and National) Grievance Policy and Procedure.

The College takes the underpinning principle of equality of opportunity and diversity. Raising a grievance will not result in any employees being disadvantaged in any way.


	Advancing equality
· Removing disadvantage
· Meeting different needs
· Encouraging participation 

	It conveys a commitment to take issues raised seriously and sensitively, and clearly outlines occasions when employees have problems or concerns relating to their work.

A grievance looks to listen to an employee’s concerns with the focus on their perspective with the key objective of finding a resolution that maintains a positive work environment.  


	Fostering good relations
· Tackling prejudice
· Promoting understanding 

	This Procedure will be well publicised to all employees so they can fully understand and come forward to seek help and support.

Throughout this Procedure the principles of fairness, common sense and reasonableness shall be applied.

The College always seeks informal solution first, such as one to one discussion, mediation, coaching, counselling, to resolve workplace issues. It is only when all possibilities at the informal stage are exhausted that the grievance should move to the formal stage.




Assessing Impact

[bookmark: _Hlk200620052]Please complete the following table, stating the potential positive and negative impacts on EACH protected characteristic listed in the first column of the table.

	Protected Characteristics
	Positive Impact
	Negative Impact

	Age
	This Procedure ensures that employees will not be disadvantaged in any way due to taking out a grievance. Employees are encouraged to address their concerns as soon as they occur and those will be resolved by using all possible solutions in the informal stage as far as possible.  

	Older employees may feel reluctant to raise their concerns.

Younger employees may also be reluctant to raise concerns due to lack of experience in the workplace.

	Disability
	This Procedure ensures that employees will not be disadvantaged in any way due to taking out a grievance. Employees are encouraged to address their concerns as soon as they occur and those will be resolved by using all possible solutions in the informal stage as far as possible.  

	Disabled employees may feel reluctant to raise their concerns.

	Gender reassignment
	This Procedure ensures that employees will not be disadvantaged in any way due to taking out a grievance.

The College has a Trans and non-Binary Inclusion Policy to provide further support for this group of employees.

	Trans and non-binary employees may be reluctant to raise grievance of their experience of harassment or hate incidents. 

	Marriage/civil partnership 
	Personal Relationships at Work Guidance is in place.
	Relationship between employees may not be the problem, however, it may cause unnecessary conflict between employees.

	Pregnancy and maternity
	Adjustments may need to be made for pregnant employees and those returning from maternity leave.   
	Pregnant employees, or those on maternity/returning from maternity leave may be reluctant to raise their concerns because they have other responsibilities.


	Race
	The College provide a variety of training to understand and respect other culture and beliefs.
Additionally, a Dignity and Respect Policy and Procedure is in place for all employees.
	Throughout this Procedure, the principles of fairness, common sense and reasonableness shall be applied.   Employees of different ethnic groups may have different norms and values.


	Religion or belief
	The College provide a variety of training to understand and respect other culture and beliefs.
Additionally, a Dignity and Respect Policy and Procedure is in place for all employees.

	The principles of fairness, common sense and reasonableness shall be applied.   Employees of different faith groups may have different practices and values.

	Sex
	In addition to this Procedure, a Dignity and Respect Policy and Procedure is in place.
	Employees may be reluctant to raise their concerns if they work in a department/area which is gender imbalanced. 

	Sexual orientation
	In addition to this Procedure, a Dignity and Respect Policy and Procedure is in place.

	Non-heterosexual employees may be reluctant to raise their concerns.



Please complete the following table, stating the potential positive and negative impacts on EACH additional characteristic listed in the first column of the table.

	Additional Characteristics
	Positive Impact
	Negative Impact

	Social deprivation
	Additional support is provided by their manager and HR Partners to tackle issues proactively.
	An employee who is experiencing social deprivation may feel isolated from their colleagues and as a result, they may be reluctant to raise their concerns.


	Care experienced people
	Additional support is provided by their manager and HR Partners to tackle issues proactively.
	An employee who is care experienced may find it more difficult to build relationships at work and as a result may feel isolated from their colleagues. This may then make them reluctant to raise any concerns.


	People with caring responsibilities
	Addition to this Procedure, the Flexible Working Policy and Procedure is in place for helping employees who required additional support.
Employee can also use additional leave as proscribed by the Leave of Absence Policy.  
	An employee with caring responsibilities may feel overloaded when managing their work life balance. This may result in them being reluctant to raise any issues due to conflicting responsibilities on their time.


	Any other groups that need to be taken in consideration?

	No
	No


[bookmark: _Hlk200456328]
Acting on the Results of the Assessment

[bookmark: _Hlk200625347]Please provide responses in the ‘Information Provided’ as required by the questions listed in the first column.

	Information Required
	Information Provided

	What actions or amendments can be taken to reduce the negative impacts?
	The College will continue to commit to promoting and ensuring effective employment relations and maintaining a positive work environment as well as fair and consistent treatment of all employees.  Clear messages are communicated to all employees that no forms of discrimination, bullying or harassment will be tolerated at the College. 

Ensure managers are trained in the implementation of this Procedure so they can take timely, relevant action to resolve concerns at the earliest possible stage.

HR will encourage all employees to fill in and update their sensitive information in iTrent so that we can capture an accurate information and can act proactively to resolve the case at informal stage.


	Is there a need to address any gaps in evidence?
	HR can monitor the protected characteristics of those employees who are affected through this Procedure and review and identify if particular groups are raising more grievances or are the subject of grievance from other employees.


	If you cannot fully assess the impact now, what else must be done, by/with whom and why?
	N/A



Recommended Decision

Possible Outcomes:

1. [bookmark: _Hlk200457512]Proceed – no potential identified for discrimination or adverse impact, and all opportunities to promote equality have been taken.
2. Proceed with adjustments to remove barriers identified or to better promote equality.
3. Continue despite having identified some potential for adverse impact or missed opportunity to promote equality.
4. Stop and rethink as actual or potential unlawful discrimination has been identified.

Please provide responses in the ‘Information Provided’ as required by the questions listed in the first column.

	Information Required
	Information Provided

	Please choose one of the outcomes listed above as a result of this EIA.

	2

	Any other recommendations?
	No



Monitoring and Evaluation

Please list actions to be taken to reduce negative impacts, advance equality and monitor the impact of the policy, proposal or decision.

	[bookmark: _Hlk199850014]Action to be taken:
	Person responsible:
	Completion / evaluation date:

	Ensure all employees are made aware of the existence and purpose of this procedure.
	Director of HR & OD
	Ongoing

	Arrange training for managers on dealing with grievances so they can manage grievances appropriately.
	Director of HR & OD
OD Manager
	Ongoing

	Run annual statistical reports on cases which were active/live during this period by each protected characteristic to identify if those in any particular group(s) are being disproportionately affected.
	Systems Team 
	Ongoing - Quarterly

	Additional support to managers who have employees with any protected characteristics for dealing and supporting them by HR Partners. 
	HR Partners
	Ongoing

	Undertake a 3-yearly review of the policy and procedure, or sooner if legislative changes require it, to ensure it remains in line with current legislation, terminology etc.
	Director of HR & OD
	Ongoing – every 3 years



Approval

This section to be completed by the Senior Management Team member who is responsible for this activity / proposal / policy / practice.

	Signature of the relevant member of Senior Management Team (SMT)
	Job title
	Date

	Signature provided
	Director of HR & OD
	09.01.26



Please send the completed EIA record form to equality@edinburghcollege.ac.uk.

Review and Publication

This section to be completed by EDI Lead.

	Date of review
	Date of publication

	21 April 2026
	10 July 2026
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