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Scope 
This document, and the procedure which it describes, covers any complaint, grievance or dispute including, but not limited to, complaints of discrimination, bullying, harassment, sexual harassment and complaints about the distribution of work.

The grievance procedure is applicable to all members and pupils of chambers who want to raise a complaint or concern about anyone or anything within chambers. It should be noted that there is a separate Staff Grievance Procedure if a member of staff has a grievance. Mini-pupils, clients and other contractors or visitors should use chambers’ complaints policy to raise a concern or complaint. [Chambers should amend to ensure the policies listed above are current and the correct policy names are used]

Statement of policy
 [Chambers] is committed to providing a working environment in which all individuals including members, pupils, mini-pupils, employees, clients and the public are treated with dignity, respect and fairness. 
No one will be victimised or suffer a detriment because they raise a complaint or grievance in good faith under this procedure.
All procedures, as far as practicable and subject to any requirement to disclose serious misconduct to the Bar Standards Board or Commissioner for Conduct, will be confidential.
Complaints related to bullying, harassment and sexual harassment will be dealt with under the process below, in conjunction with the requirements set out in the Anti-Bullying, Harassment and Sexual Harassment Policy.

Informal resolution
Grievances can often be resolved most effectively through informal methods. Individuals with grievances are encouraged to consider whether their grievance can be addressed informally, either directly with the person or persons concerned, or with the assistance from other members of chambers or staff.
The following are suggested as potentially appropriate people to approach: [Chambers should amend this list as appropriate]
Chambers equality and diversity officer(s)
Wellbeing officers
A member of Chambers Management Committee
The head(s) of chambers
The senior clerk 
Practice manager 
For grievances relating to chambers staff, approach [chambers should add the name and title of the appropriate senior member of staff].  
Where a grievance is raised informally with one of the individuals listed above, that person will: 
Respond promptly
Ensure confidentiality 
Listen to and discuss the grievance
Explain relevant procedures
Discuss what outcome the person raising the grievance would ideally like
Discuss which chambers’ process, formal or informal, would be the most appropriate to achieve that outcome
Explain what support chambers can provide to the person raising the grievance, or anyone else who appears to have been affected by the conduct 
If appropriate, discuss the Bar Standards Board reporting requirement
As much as possible, agree a way forward that the person raising the grievance is happy with
Possible outcomes from raising a grievance informally could include, but are not limited to, the following examples: 
Providing emotional support or guidance to any person who needs it
Supporting the parties involved to resolve the matter
Making arrangements to limit contact between the parties involved
The person complained about not attending or not consuming alcohol at chambers events
Additional training for individuals or groups in chambers
Support in accessing counselling or external advice
Ongoing monitoring of the situation
Ongoing support for anyone involved who may benefit from it
A grievance being dealt with informally can be escalated to a formal grievance process at the request of the complainant or chambers. 
Formal procedure 
Members and pupils can raise a formal grievance under this policy about anyone or anything which happens in relation to their connection to chambers.
If the complaint is about another member, that member will be subject to the procedure set out in the members disciplinary procedure. 
If the complaint is about a pupil, they will be subject to the procedure set out in the pupillage handbook. 
If the complaint is about a member of staff, they will be subject to the procedure set out in the staff handbook disciplinary procedure.
All formal complaints under this procedure should be made by email to the head of chambers [chambers should amend as appropriate and if wanted name the person. This should be a senior member or CEO]. They will appoint a panel comprising at least two members of chambers to deal with the complaint, and inform the complainant of the membership of the panel within 5 working days of the complaint.  
If the complainant thinks there is an inappropriate choice of panel member, for example due to a conflict of interest, they can approach the head of chambers to appoint a replacement panel member. 
If the complaint is about the head of chambers, a complaint should be raised with [add appropriate role equality and diversity officer or deputy head of chambers]
A complaint should be made as soon as reasonably possible, and generally within 6 months of the act being complained of. Chambers recognises, however, that it may be difficult for a complainant to raise a complaint within this time frame, particularly where the complaint concerns incidents of sexual harassment, bullying or discrimination.
Complaints will be dealt with promptly. The panel will organise a meeting with the complainant to discuss the grievance within 12 working days of receipt of the complaint, unless there are good reasons for delay. The complainant may be accompanied at the meeting by a colleague or friend. The members appointed to deal with the complaint should consider whether the meeting should be adjourned for any investigation to be conducted. Any adjournment will be for a reasonable time to enable the investigation to be conducted. The investigation must be carried out fairly. 
Where facts are disputed the investigation will need to be undertaken in a similar way to that discussed above.
The panel will assess the complaint and deliver a written response to the complainant, identifying any action which is intended to be taken to resolve the grievance. The response will be delivered within 21 days of completion of the meeting, unless there are good reasons for delay. A good reason for a delay would be the need to have fully investigated the grievance leading to an investigatory report, following which the response to the grievance can be determined.
The complaint will be kept confidential by those investigating it as far as reasonably required in order to carry out the investigation and subject to any requirement to disclose serious misconduct to the Bar Standards Board or Commissioner for Conduct. 
The panel handling the complaint will decide, if relevant, which disciplinary procedure is relevant.
If the complaint is made against a member of chambers, while the complaint is being investigated or assessed, the panel may require that member to make appropriate, pragmatic and proportionate adjustments to their working arrangements. If the complaint is against a member of staff, the panel may require they work from home or are suspended until the conclusion of the investigation. See the anti-bullying and harassment policy and the relevant disciplinary procedure for a list of adjustments available to the panel. 
If a complaint is substantiated, appropriate steps will be taken to remedy the problem. Resolutions which require the participation of the complainant will only be recommended with the complainant’s agreement. Changes to working arrangements which might unreasonably disadvantage the complainant will be avoided, because they might amount to victimisation. More information about remedial actions in respect of complaints about bullying and harassment can be found in the anti-bullying and harassment policy.
The complainant is entitled to appeal if they feel their grievance has not been satisfactorily resolved and will be informed of that right by the panel. A complainant who wishes to appeal must inform the head of chambers in writing without unreasonable delay, (within 5 working days of receiving the outcome) [Chambers should amend as appropriate] stating the grounds for their appeal.
Any such appeal will be dealt with impartially by an appeals panel appointed by the head of chambers who has not had any dealings with the complaint. In some cases, it may not be possible to appoint an appropriately experienced or independent appeals panel, and in this instance the head of chambers may, in consultation with the Management Committee, appoint an external investigator to hear the appeal. 
The complainant may appeal the make-up of the appeals panel, in writing to the head of chambers stating the grounds for their appeal. The decision of the head of chambers is final. 
The decision of the appeals panel is final. 
A confidential record will be kept of all complaints and of any meetings or investigations in connection. Records will be kept for 7 years [This should be in-line with chambers’ data retention policy]. 
A brief report on all formal complaints and on the findings of any investigations will be made to the head of chambers.
Grievances responses can have a range of consequences including the triggering of disciplinary procedures.

External arbitration or mediation 
It is acknowledged that chambers is a small organisation and many members have known each other for long periods of time. If, in the view of the complainant or the Head of chambers, it will not be possible to deal with the complaint in a manner unaffected by conflicts of interest, the Bar Council’s appointments service can be approached for a mediator, arbitrator or expert (as appropriate). Where the barrister requesting the service has not subscribed to the Bar Representation Fee, chambers will pay the finding fee (currently £500) for this service. Where it is agreed by the head of chambers that an external expert is required, chambers will meet the cost of this.

Further sources of information and assistance
Barristers may approach the Bar Council’s appointments service to resolve disputes between themselves and chambers or another member in chambers. This service is free to Bar Representation Fee subscribers, or £500 to non-subscribers. 
Barristers who are the subject of complaints or disciplinary procedures may seek advice from the Bar complaints advisory scheme.
Barristers can use the Bar’s assistance programme for confidential advice and support including access to counselling    

Useful resources 
Confidential advice in relation to bullying, harassment and sexual harassment can be sought at any time from the Commissioner for Conduct’s team via Talk to Spot. They will provide you with support, advice and discuss your options. You do not give your name, the names of anyone involved, or identify your chambers, unless you are comfortable doing so. Support is also available at:
LawCare – free and confidential helpline for lawyers, providing wellbeing and mental health support lawcare.org.uk or 0800 279 6888 
Wellbeing at the Bar – resources , advice and support for barristers and chambers professionals: wellbeingatthebar.org.uk
The Bar Council’s ethical enquiries helpline – barristers unsure about their ethical obligations can call 0207 611 1426 or email ethics@barcouncil.org.uk 
For more information about how the Bar Standards Board deals with bullying and harassment call their information line 0207 6111 444 or visit https://www.barstandardsboard.org.uk/for-barristers/bullying-and-harassment.html
Judicial Conduct Investigations Office – complaints should be lodged within 3 months of the incident. Complaints.judicialconduct.gov.uk   
 
You may need to check online for up-to-date web addresses and telephone numbers.

This policy was adopted on [date] and will be reviewed every 2 years.
[bookmark: _Template:_disciplinary_procedure][bookmark: _Template:_model_clauses] 
