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Introduction 

 

This procedure is intended to deal with and resolve grievances relating to an employee’s dissatisfaction 

with some aspects of their working life including conditions of service, working arrangements and 

interpersonal conflicts.  

 

The procedure meets the requirements of relevant legislation and the ACAS Code of Practice regarding 

grievance procedures.  

 

The procedure does not form part of an employee’s contract of employment and the school may amend 

it at any time. 

 

Commitment to Equality 

 

We are committed to providing a positive working environment which is free from prejudice and 

unlawful discrimination and any form of harassment, bullying or victimisation. We uphold all aspects of 

The Equality Act 2010 and have developed a number of key internal policies to ensure that our workplace 

is free from all forms of discrimination.  

 

Application of the Procedure 

 

This procedure can be used to: 

 

- Bring about a resolution to your work-related grievance unless the situation is listed below; 

- To raise a grievance in relation to, (but not limited to), terms and conditions of employment, 

health and safety, work relations, bullying and harassment, new working practices, working 

environment, organisational change and discrimination.  

  

The grievance procedure cannot be used to:  

 

- Complain about the use of any other procedure or process (e.g. disciplinary, capability, 

restructuring etc) in relation to you, whilst that procedure is being followed unless your 

complaint relates to the fair implementation of such procedure or process; 

- Complain about or appeal against any decision relating to your pension.  Separate Dispute 

Resolution Procedures have been set up by the Teachers’ Pension; 

- Complain about any matter that forms a collective grievance where the appropriate mechanism 

is for representations to be made by the appropriate trade union representatives; 

- Complain about any matter which is properly the subject of a statutory consultation process 

unless your complaint relates to the fair implementation of such statutory consultation process; 

- Raise a safeguarding concern in relation to (a) child(ren) as any such concern should be 

reported immediately to the Designated Safeguarding Lead or to the Local Authority 



 

 

Designated Officer or other appropriate authority as specified in the School’s Safeguarding 

Policy; 

- Complain about matters which are more than three months old where the grievance has 

already been dealt with or is no longer relevant or live (though this shall not prevent you 

referring to matters more than three months old in relation to a grievance which is otherwise 

live);  

- Review or appeal against a pay decision: the school’s Pay Policy sets out the process for dealing 

with employees’ requests to have pay decisions reviewed or appealed; 

- Appeal against a decision relating to a request for flexible working; 

- Appeal against any formal or informal disciplinary sanction; 

- Appeal against any decision to terminate an employee’s employment, irrespective of the grounds 

for termination; 

- Complain about sickness/ill health or capability action (other than the informal stage); 

- Appeal against an employee’s selection for redundancy; or 

- Complain about matters which have been, or should have been, brought under a separate policy 

or procedure operated by the school.  

 

Where an employee has ceased to be an employee, the school shall only consider post-termination 

grievances where it was not reasonably practicable for the employee to have raised such a grievance 

during the course of their employment. 

 

Any complaints or grievances made by an employee found to be false or malicious and made in bad faith 

may result in disciplinary action being taken against the employee.  

 

Roles and Responsibilities  

 

The Headteacher shall have a responsibility to ensure that the grievance procedure is applied and 

operated fairly and consistently across the school. All grievances raised by employees under the formal 

grievance procedure should be raised with the Headteacher. The Headteacher may, at their discretion, 

delegate responsibility under the grievance procedure to the employee’s line manager or a member of 

the Senior Leadership Team (hereinafter referred to as ‘the Leadership Group’).  

 

Where the Headteacher is the subject of the grievance raised by an employee, one Trustee from the 

Personnel Committee of the Board of Trustees shall be nominated and shall assume responsibility for 

arranging the grievance to be considered.  

 

Any appeal against a grievance decision will be heard by an Appeal Panel of three members of the Board 

of Trustees that had no involvement or input into the original decision.    

 

At any grievance meeting, the Headteacher (or a delegated member of the Leadership Group) or Appeal 

Panel may be advised throughout the meeting or hearing, including the subsequent deliberations leading 

to a judgement, by a person with suitable qualifications or experience in employment law. 

 

At every stage of the formal grievance procedure, the employee is entitled to be accompanied by and 

represented by a Companion, ie. a work colleague or his/her qualified Trade Union representative. 

During a formal grievance meeting or appeal hearing, the employee’s Companion will be allowed to: 

 

• Put the employee’s case and make representations on behalf of the employee; 



 

 

• Submit papers; 

• Ask questions; and 

• Confer with the employee during the meeting. 

  

The employee’s Companion will not have the right to: 

 

• Answer questions on the employee’s behalf; 

• Address the meeting if the employee does not wish it; or 

• Prevent the employee from explaining their case.  

 

Confidentiality 

The school will endeavour to deal with all grievance matters confidentially and with due respect for 

the privacy of any individuals involved. Information made available to employees in the course of any 

formal grievance procedure should not be shared with anyone except those directly involved. This does 

not preclude a confidential consultation with a friend, colleague or Trade Union representative for 

support or professional advice.  

 

All notes made in relation to both formal and informal grievances, will be kept confidential so far as 

possible.  

 

Recording of Information 

Written grievances will be placed on the personnel file of the employee who submitted the grievance, 

along with a record of any decisions taken (irrespective of the outcome) and notes or documents 

gathered during the process.  

 

At any formal grievance meeting and appeal meeting under this procedure a note taker from the school 

will be present.  Employees will be provided with copies of the minutes of any meeting or hearing for 

their approval within 5 school days of the meeting or hearing taking place. Employees are not 

permitted to record grievance meetings or appeal hearings and will be asked to demonstrate to 

whomever is conducting the meeting or hearing that their mobile telephone is turned off prior to the 

meeting or hearing commencing.  

 

The school will keep records of any action taken under the formal grievance procedure.  

 

If an informal grievance matter is resolved through discussions with an employee’s line manager, the 

line manager should keep a brief written record of the informal grievance, the outcomes and agreed 

actions.  

 

Informal Stage 

1. The School encourages employees to resolve grievances informally and without recourse to the 

formal grievance procedure wherever possible. 

2. Before raising a formal grievance under this procedure, the employee should try to resolve the 

matter informally either through their line manager, Headteacher or, where possible, with the 

other party. 

3. Where there is scope to reach a resolution informally, various strategies will be discussed with 

the employee and they may wish to suggest possible strategies that may assist in reaching 

informal resolution.  

4. Examples of informal resolution might include engaging in informal discussions with the 

employee; introducing team building sessions; offering team training; mediation sessions or other 



 

 

appropriate options depending on the specific circumstances of the grievance.  Where a grievance 

is raised informally, in order to reach a resolution, the employee will need to be able to explain 

what outcome they are seeking. 

5. Following an informal resolution meeting, the employee will be provided with a note of the 

meeting and will have an opportunity to provide written comments on the note of the meeting 

prior to it being included on their personnel file. 

6. If an employee does not feel that there is a reasonable prospect of resolving their grievance 

informally and/or if attempts to do so have been unsuccessful, they may invoke the formal 

grievance resolution procedure below.  

 

Formal Procedure 

This procedure only applies whilst employees are employed by the school. If an employee leaves the 

school and then raises a grievance, the school will consider the grievance but it would not normally 

follow the full procedure. 

 

When it is not possible or appropriate to resolve a grievance informally (as above), employees should 

raise the matter formally and the formal Grievance Procedure detailed below should be followed. 

 

Stage 1 - Grievance Hearing 

 

Meeting 

1. To raise a formal grievance an employee must submit a written statement to the Headteacher 

without unreasonable delay (as long as the Headteacher is not the subject of the grievance). 

Wherever possible the grievance letter should detail the nature of the employee’s grievance, the 

people concerned, outline the steps that have been taken (if any) in an attempt to resolve the 

matter, how they would like the grievance to be resolved and the desired outcome.   

2. The Headteacher (or delegated member of the Leadership Group or nominated Trustee in cases 

where the grievance involves the Headteacher) should arrange for a formal grievance meeting to 

be held without unreasonable delay, usually within 5 working days of the grievance being 

received. 

3. Employees will be notified of their right to be accompanied to the meeting by a Companion, ie. 

a colleague or a qualified Trade Union representative. To exercise the right to be accompanied 

the employee should write, detailing the name of any proposed Companion, to the Headteacher 

(or delegated member of the Leadership Group or nominated Trustee in cases where the 

grievance involves the Headteacher) at least 48 hours in advance of the meeting. Employees 

may, at the Headteacher’s discretion, be allowed to bring a companion who is not a colleague or 

trade union representative (for example a family member) where this will help to overcome a 

particular difficulty caused by a disability or where the employee has difficulty understanding 

English. 

 

4. Employees and their companions should make every effort to attend the meeting.  If the 

employee is unable to attend the meeting through circumstances outside her/his control, the 

person conducting the grievance meeting should arrange another date. Normally only one 

postponement will be permitted. If the employee’s companion cannot attend on a proposed date, 

the employee can suggest another date so long as it is reasonable, and is not more than five 

working days after the date originally proposed. This time limit may be waived by mutual 

agreement. (Brought up from below) 



 

 

5. To assist with the grievance investigation, if the employee wishes to rely upon or make reference 

to any information or evidence that the Headteacher (or delegated member of the Leadership 

Group or nominated Trustee in cases where the grievance involves the Headteacher) does not 

have access to, copies of such information and evidence should be sent to the Headteacher no 

less than 72 hours before the meeting.   

6. During the grievance meeting the employee will have the opportunity to explain their grievance 

and how they think it should be resolved.   

7. Following the grievance meeting the Headteacher (or delegated member of the Leadership Group 

or nominated Trustee in cases where the grievance involves the Headteacher) should decide on 

what investigation is required, if any.  

 

Investigation 

1. In some cases, it may be necessary to carry out an investigation once the initial grievance meeting 

has taken place.  

 

2. The amount of investigation required will depend on the nature of the allegations made and will 

vary from case to case.  It may involve further meetings with, and taking statements from, the 

employee and any witnesses and/or reviewing relevant documents.  Where interviews are not 

held, written signed statements will be obtained as far as reasonably practicable. The employee 

must cooperate fully and promptly with any investigation. 

3. A written record of any investigatory meeting will be kept.  

4. Where a grievance has been raised against another individual, the details of the grievance will 

normally be disclosed to that individual so that they may respond to it as part of the investigation.  

5. At investigatory meetings, the right to be accompanied does not apply. 

6. The investigation may be conducted by someone other than the Headteacher (or delegated 

member of the Leadership Group or nominated Trustee in cases where the grievance involves 

the Headteacher) who will decide on the final outcome of the employee’s grievance.  

7. Once the investigation is concluded, the person investigating will provide their findings to the 

Headteacher (or delegated member of the Leadership Group or nominated Trustee in cases where 

the grievance involves the Headteacher). 

 

 

Outcome 

1. Once the investigation has concluded, or following the grievance meeting if no investigation is 

required, the Headteacher (or delegated member of the Leadership Group or nominated Trustee 

in cases where the grievance involves the Headteacher) will make a decision on the employee’s 

grievance and will write to the employee to confirm the outcome. Ideally this will be within 28 

school days of the employee’s grievance being received although that may vary depending upon 

the extent of the investigation that is required.  

 

2. The Headteacher (or delegated member of the Leadership Group or nominated Trustee in cases 

where the grievance involves the Headteacher) may decide upon one or more of the following 

outcomes: 

 

• To uphold the grievance; 

• To partially uphold the grievance; or 

• Not to uphold the grievance. 

 



 

 

3. The letter, where appropriate, should set out what action is proposed to resolve the grievance. 

Where an employee’s grievance is not upheld, the reasons for not upholding the grievance should 

be carefully explained in the letter. Where appropriate, the person who held the grievance 

meeting may also meet with the employee to convey this information in person.  A copy of the 

notes of the meeting will be provided to the employee. The employee will also be informed of 

their right to appeal.  

 

Stage 2 – Appeal 

 

1. If the employee is dissatisfied with the outcome or the process used in investigating the grievance 

or where the matter remains unresolved, they can have the grievance heard by an Appeals Panel 

of three Trustees. 

2. The appeal should be submitted in writing to the Board of Trustees within 5 working days of 

receiving the original decision, giving the grounds for appeal and how they think the grievance 

should be settled. 

3. Following any further necessary investigations, a grievance appeal hearing will be held without 

unreasonable delay and the employee will be advised of their right to be accompanied by a 

Companion.  

4. Copies of all the relevant documentation should be circulated to all parties at least 3 days before 

the hearing. 

5. During the course of the appeal hearing, all parties will have the opportunity to put forward their 

case.  

6. The decision of the Appeal Panel will be confirmed in writing to the employee without 

unreasonable delay, normally within 5 working days of the appeal hearing. 

7. The decision of the Appeal Panel will be final. 
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