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1. AIMS 

This policy aims to enable employees to raise concerns about workplace issues without 

fear of victimisation and repercussion, and to ensure all grievances are dealt with fairly 

and objectively.  

2. LEGISLATION AND GUIDANCE 

We are required to set out grievance procedures under general employment law. 

These grievance procedures are based on the disciplinary and grievance code of practice 

from Acas.  

These procedures also comply with our funding agreement and articles of association. 

3. DEFINITIONS 

• A grievance is a concern, problem or complaint raised with the school by an 

employee. It can be caused by issues such as working conditions, health and 

safety concerns, bullying or discrimination or work relations. This policy does not 

cover issues raised by people who are not employed by the school, as this would 

fall under our complaints procedure 

4. GRIEVANCE PROCEDURES  

We are committed to dealing with grievances fairly and objectively. Employees will be 

protected from discrimination or victimisation after raising a work-related grievance. 

4.1 Informal stage 

In the first instance, we will aim to resolve an employee’s grievance informally with their 

line manager. If the member of staff’s concerns relate to their line manager they should 

discuss the issue with the line manager’s manager. 

It may be necessary for the member of staff who has raised a grievance to attend a 

meeting to discuss the concerns in more detail. However, this will be determined on a 

case-by case basis. 

4.2 Formal stage 

If it is not possible to resolve the matter informally, employees should set out their 

grievance in writing to their line manager. If the subject of the grievance is the line 

manager, the employee should submit the written grievance to an alternative, 

preferably senior, manager. 

Upon receipt of a grievance, an investigating officer will be appointed. This will be an 

independent individual with no prior knowledge of the complaint. 

A grievance panel will also be appointed. This group of people will be separate from 

the investigating officer and will be chaired by an independent individual, with no prior 

knowledge of the complaint.  

The investigating officer will undertake a grievance investigation and will make a 

recommendation.  

http://www.acas.org.uk/media/pdf/f/m/Acas-Code-of-Practice-1-on-disciplinary-and-grievance-procedures.pdf
http://www.acas.org.uk/media/pdf/f/m/Acas-Code-of-Practice-1-on-disciplinary-and-grievance-procedures.pdf
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A formal meeting will be arranged within 15 working days after the grievance has been 

raised. At the meeting, the employee will be given the opportunity to explain their 

grievance and how they think it should be resolved.   The panel will usually include the 

Headteacher and the employee’s line manager or other senior member of staff. 

Employees have a statutory right to be accompanied by a companion at a grievance 

meeting. The companion must be a work colleague, trade union official, or trade union 

representative who has been certified as being competent to attend such meetings.  

4.3 Deciding on appropriate action 

The meeting will be adjourned and the grievance panel will reflect on it before coming 

to a decision.  

This decision will be communicated to the employee in writing within 5 working days. It 

will set out the action that will be taken to resolve the grievance. It will also inform the 

employee that they can appeal if they are not satisfied with the outcome, and explain 

how to do this.  

4.4 Appeals 

If the employee is not satisfied with the outcome of the grievance they have the right to 

appeal the decision. 

The employee should set out their grounds of appeal in writing as soon as possible and 

submit this to the Headteacher. [ 

A grievance appeal panel will be appointed. This will be a group of people 

independent from any previous stage of the grievance procedure.  This will include a 

senior member of staff and a governor.   

Appeals will be heard without unreasonable delay. Employees will be told the time and 

place of the appeal meeting in advance. 

Employees have the same statutory right to be accompanied to the appeal meeting 

by a work colleague, trade union official, or trade union representative who has been 

certified as being competent to attend such meetings. 

The outcome of the appeal will be confirmed in writing to the employee within 5 

working days.  

5. RECORD KEEPING 

Minutes will be kept of all meetings. Where possible, these will be confirmed as an 

accurate reflection of what was discussed during the meeting. 

Records of all materials relating to the grievance process will be kept securely, only for 

as long as necessary and in line with data protection law.  

6. MONITORING ARRANGEMENTS 

This policy will be reviewed every year, but can be revised as needed. It will be 

reviewed by the Headteacher.   

This policy will be approved by the full governing board as part of its annual policy 

review. 
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