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Grievance Policy 
 

 

Aim of the Trust 

One community.  Many ideas.  Everyone’s future. 

We aim to provide an exceptional education for every child in the Trust through an ethos of 

collaboration and high aspirations and through the principles of quality learning using curiosity, 

exploration and discovery. 

 

This policy is linked with 

• Safeguarding and Child Protection Policy in each school 

• Complaints Policy 

• Equality, Diversity & Inclusion Policy 

• Pay Policy 

• Staff Absence, Sickness & Cover Policy 

• Staff Discipline Policy  
• Whistleblowing Policy 

 

 
Principles  

 

The Trust aims to create one inclusive community in which everyone can thrive. However, we 
recognise that occasionally workplace issues or concerns may arise for staff.  This may include 
concerns about terms and conditions of employment, health and safety, relations with others, working 
practices, bullying, harassment or discrimination. The Trust is committed to creating an environment 
where staff feel able to raise any such concerns without fear of victimisation or repercussion and, 
where possible, to secure a mutually acceptable resolution.  We hope to be able to resolve the 
majority of issues without recourse to formal procedures but where this is not possible, the following 
guidelines should be followed. 

 
The Trust aims to deal with all grievances fairly, objectively and consistently. All steps under this 
grievance procedure should be taken without unreasonable delay.  Staff are expected to raise any 
concerns within no more than a three month period following the act or decision complained of, or 
show good reason for a longer delay. 
 
Any member of staff raising a work-related grievance will be protected from discrimination or 
victimisation. Should they have any concerns that that they are being victimised as a result of bringing 
a complaint, this should be raised as soon as possible with the HR Director (or if the complaint relates 
to the HR Director, with the Executive Principal). 
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The grievance procedure reflects the provisions of: 

• The Equality Act 2010; 

• The Employment Rights Act 1996; 

• the provisions of the ACAS Code of Practice on Disciplinary and Grievance Procedures; 

• the specific statutory obligations on school governing bodies in respect of grievance matters.  
 
 
Scope 
 
The grievance procedure is only applicable to members of staff currently employed by the Trust. In 
cases of grievances already under consideration before a member of staff leaves employment, the 
Trust will usually see these through to conclusion in accordance with this procedure, unless mutually 
agreed otherwise. Any grievances raised after a member of staff has left will be considered at the 
Trust’s discretion and if considered, may not necessarily follow all aspects of this procedure. 
 
Grievances may be raised by any member of staff and can be used to raise any type of concern, other 
than those outlined below which are covered by separate policies (available on the Trust website): 

• Concerns from parents, pupils and third parties – please see the Complaints Policy 

• Pay appeals – please see the Pay Policy 

• Safeguarding matters – please see Safeguarding and Child Protection Policy. Any concerns 
relating to a safeguarding issue should be made immediately directly to the Safeguarding 
Officer 

• Staff capability or disciplinary - please see the relevant Trust policy. 

• Whistleblowing – please see the Whistleblowing Policy 
 
 

Decision Making 

 

The Headteacher in each academy will usually be responsible for considering formal grievances. The 
Executive Principal will usually consider any grievances involving Headteachers (either raised by the 
Headteacher or raised by a member of staff about the Headteacher) or the Trust Central Team. In 
certain circumstances the Headteacher/Executive Principal may choose to delegate this responsibility 
to another appropriate senior manager or may invite another senior manager(s) to join them on a 
decision-making panel.  
 
The Trustees will usually be responsible for considering any grievances in relation to the Executive 
Principal (either raised by the Executive Principal or raised by a member of staff about the Executive 
Principal).  Where the grievance is about the Executive Principal, the aggrieved member of staff should 
raise the grievance with the Chair of the Trust or the Trust Governance Professional (who will refer 
the matter to the Chair of the Trust).   
 
If, through the course of any grievance investigation, the Headteacher has significant involvement in 
the case, then that individual can no longer chair the formal grievance meeting. In this case, the 
Executive Principal or an alternative senior manager or panel from across the Trust will be identified 
to hear the case or where that is not deemed appropriate, a panel of up to 3 Governors and/or 
Trustees will hear the case. If this then goes to appeal, a different panel of 3 Governors and/or Trustees 
would hear the case. 
 
Where the grievance is about the Trust or a member of its governing body, the aggrieved member of 
staff may raise the grievance with the Headteacher, Executive Principal or Trust Governance 
Professional who will refer the matter to the Chair of the Trust.  If the matter relates to the Chair of 
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the Trust, the matter should be raised with the Executive Principal or Trust Governance Professional 
who will determine an appropriate neutral individual(s) to consider the issue. 
 
The Trust will establish a staff grievance appeal panel that will be responsible for considering appeals 
against decisions of the Headteacher/Executive Principal (or their delegate). An appeals panel should 
consist of at least three governors and/or Trustees.  

 
The Chair of the Trust and Chairs of Governors will not normally sit on the staff grievance appeals 
committee. This allows them to be free to advise the Headteacher/Executive Principal when 
considering the grievances of staff other than the Headteacher/Executive Principal  and to seek advice 
in cases involving the Headteacher/Executive Principal. 
 
 
The Grievance Procedure 
 
Informal Stage 

 

The underlying principle is that concerns should be handled promptly and, if at all possible, without 
the need for formal procedures. The Trust encourages those that have concerns to raise them directly 
with the relevant member of staff as soon as possible and to work constructively with that person 
towards resolving them.  If the individual does not feel able to raise the matter directly with the 
relevant member of staff, they may also discuss the matter with their line manager or to the next most 
senior manager. 

 
It is anticipated that many grievances will be resolved at this informal stage with no need to progress 
matters further. However, if the matter has not been resolved informally, it may then proceed to the 
formal stage of the procedure. 

 
Formal Stage 
 

Where the informal stage has not been successful in addressing the concern or is inappropriate to the 
circumstances, the aggrieved member of staff may submit a formal grievance. 
 
Members of staff who are members of a union may find it useful to seek initial advice from their union 
at this stage.  Alternatively, all members of staff may obtain independent advice from the Trust’s 
Employee Assistance Programme. 
 
At all formal meetings held under this procedure, a member of staff will have the right to be 
accompanied by a workplace colleague or trade union representative. The name of any companion 
attending a formal meeting should be notified to the chair at least 2 working days in advance of the 
meeting so that the appropriate arrangements can be made. The role of the companion is to support 
the member of staff. They may make representations, ask questions and confer with the member of 
staff, but are not permitted to answer questions on their behalf.  
 
Although not a legal right, staff are also welcome to be accompanied at any investigative interviews 
by a workplace colleague or trade union representative, provided the availability of the companion 
does not hinder the timely progress of the investigation. The member of staff should advise the 
investigating officer in advance of the interview if they wish to be accompanied.  
 
Either party may call witnesses at a grievance meeting, however potential witnesses cannot be 
compelled to attend. If the witnesses are students, then it will be the decision of the chair as to 
whether this is deemed appropriate or not. It may be that students can represent their views by 
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answering questions set by both parties (for example, in writing or in a video recording) to avoid 
having to be present at a grievance meeting.  
 
Covert electronic recordings must not be made of any meetings conducted under this procedure and 
any breach of this may result in disciplinary action. Notes of the meeting will be taken by a nominated 
notetaker and shared. The member of staff involved will have the opportunity to append any revisions 
to these notes. Any other arrangement than this is subject to negotiation and should be mutually 
agreed.  
 
The Trust aims to manage these matters sensitively and with due respect for the privacy of all involved. 
Any information communicated under this procedure should be treated as confidential. 
 

 
STEP 1 – Written Statement of Grievance 
A formal grievance should be submitted in writing to the Headteacher/Executive Principal. This written 
grievance should include the following: 
 

• The fact that the employee intends the matter to be raised as a formal grievance; 

• A detailed account of the concern/complaint(s), including dates when any incident(s) took 
place and the names of any other people who may have been involved; 

• A summary of what took place during the informal stage (if relevant) and why they are not 
satisfied with the outcome; 

• What resolution the employee is seeking by making the formal grievance; 

• Any supporting documentation which the employee wishes to be considered. 
 
An employee with a disability that affects their ability to put the grievance in writing should inform 
their line manager or the Headteacher who will consider what adjustments can be put in place to 
support them. 
 

STEP 2 – Investigation 
On receipt of the written formal grievance, the Headteacher/Executive Principal may nominate a 
senior member of staff to undertake a thorough investigation into the grievance. The Trust will respect 
the views of a complainant who indicates that they would have difficulty discussing a complaint with 
a particular member of staff. In this event, the Headteacher can refer the complainant to another staff 
member. Similarly, if the member of staff asked to investigate feels too compromised to deal with the 
matter, the Headteacher may consider referring the complainant to another staff member. The ability 
to investigate the complaint objectively and impartially is crucial. 
 
The person investigating the grievance will: 
• establish what has happened so far, and who has been involved; 
• clarify the nature of the complaint and what remains unresolved; 
• meet with the individual raising a grievance or contact them (if unsure or further information is 
necessary); 
• clarify what the individual raising a grievance feels would put things right; 
• interview those involved in the matter and/or those complained of, allowing them to be  
accompanied if they wish; 
• keep notes of any interviews held; 
• collate any correspondence and other documents relating to the complaint. 
 
In some instances, where the relevant facts are already known, an investigation may not be considered 
necessary and the individual may be invited to a formal grievance meeting without a prior 
investigation. 
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Formal investigations will, where possible, be undertaken by a senior member of staff other than the 
Headteacher/Executive Principal, so that the Headteacher/Executive Principal is subsequently able to 
consider matters without prior involvement. 
 

Throughout the investigation stage, the Trust will keep in mind the potential resolution to the 
grievance. If appropriate, this may be discussed with the member of staff who has raised the grievance 
ahead of a formal grievance meeting, with the aim of identifying a satisfactory resolution at the 
earliest possible opportunity. 
 
STEP 3 – Grievance Meeting 
All relevant documents should be submitted to the Headteacher/Executive Principal who will seek to 
resolve the matter. The Headteacher/Executive Principal will hold a formal grievance meeting within 
a reasonable time of the submission of the grievance – normally within 10 working days of receipt of 
the written grievance. Where circumstances prevent this, the employee should receive a formal 
response within this timescale with the meeting being held as soon as possible thereafter.  School 
closure periods will generally result in a temporary suspension of this procedure. 

 
A member of staff attending a grievance meeting will be given written notice of the arrangements for 
the meeting at least five working days in advance to allow the individual concerned the time to arrange 
representation. This timescale may be shortened with the agreement of both parties.  
 
Where the member of staff’s chosen companion cannot attend on the date proposed, the member of 
staff may propose a reasonable alternative time and date which falls within five working days of the 
original date proposed, or a mutually agreed alternative date.  Once a meeting date has been agreed, 
any failure of the member of staff to turn up to a scheduled meeting without good reason, is likely to 
result either in the grievance being decided on the basis of other available evidence or a decision that 
the grievance will not be given further consideration. 
 

The Headteacher/Executive Principal may adjourn the proceedings at any stage if this appears 
necessary or desirable. If adjourning for the purpose of enabling further information to be obtained, 
the Headteacher/Executive Principal will specify the nature of that information. All parties may ask for 
an adjournment for the purpose of consultation. Any adjournment will normally be for a specified 
limited period of time. 
 

During the grievance meeting, the individual will be given the opportunity to outline in full the details 
of their concerns, and in particular how they believe these could be resolved. The 
Headteacher/Executive Principal will have an opportunity to ask any questions in order to gain a 
thorough understanding of the issues and to consider how the situation may be resolved. 
 
 
STEP 4 - Grievance Decision 
Following the grievance meeting, the Headteacher/Executive Principal  will consider their decision in 

private.  The Headteacher/Executive Principal’s decision will be communicated in writing, normally 

within 5 working days and will outline any action that will be taken to resolve the grievance. A copy of 
the letter will also be placed on the member of staff’s personal file. The notice should also inform the 
member of staff of their right of appeal.  
 
The outcome of grievance proceedings shall normally remain confidential to the parties involved, 
save as required by law. 
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Grievance Appeal 
 

If the member of staff believes their grievance has not been satisfactorily resolved, they can appeal.  
They should submit their grounds of appeal in writing within 5 working days of receipt of the decision 

in writing.  The person to address the appeal to is usually included in the letter confirming the details 

of the outcome of the grievance but should otherwise be sent to the HR Director, copying in the 
Governance Professional. 
 
An appeal is not designed to re-hear the matter but to examine the grounds of appeal. The employee 
should therefore be specific about the grounds of the appeal, which should include: 
• why they are dissatisfied with the outcome of the formal grievance meeting; 
• the outcome they are seeking  
 
New evidence may be considered at the appeal stage but no additional grievances can be raised. 

 
That appeal will be heard by a staff grievance appeal panel, usually made up of three governors and/or 
Trustees. This will be a group of people independent from any previous stage of the grievance 
procedure. 

 
If appropriate, the  decision-maker at the original grievance meeting shall submit a full written report 

(including supporting documents) to the staff grievance appeal panel, who shall meet to consider the 
issue within a reasonable time of it being lodged. The member of staff will be informed in writing of 
the date, time and purpose of the meeting at least 5 working days in advance.   In some circumstances, 

the decision-maker or other relevant parties may also be invited to attend (the individuals attending 
the appeal meeting will be stated in the invitation letter). 

 

All parties will have the opportunity to make submissions at the meeting. Where new evidence arises 
during the appeal, the evidence will be made available to all parties and an opportunity provided for 

comment before a final decision is arrived at. The appeal panel will then decide if any further 

investigation is needed before making a decision.  
 

The grievance appeal panel has the authority to: 

• dismiss the grievance in whole or in part; 
• uphold the grievance in whole or in part; 

• decide on the appropriate action to be taken to resolve the grievance; 
• recommend changes to the Trust’s systems or procedures to ensure that problems of a similar  

nature do not recur. 
 
The staff grievance appeal panel will inform the aggrieved member of staff of its decision in writing as 

soon as practicable, but usually within 5 working days. The decision of the appeal panel will be final. 

 

 

GRIEVANCES IN SPECIFIC CIRCUMSTANCES 

 

Grievances relating to disciplinary procedures 
 
If an employee raises a grievance after disciplinary proceedings have already started against them, the 

disciplinary proceedings may be temporarily suspended in order to consider the implications of the 

grievance on the disciplinary process. If the grievance and disciplinary proceedings address related 
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matters, it may be possible to deal with the issues simultaneously as part of disciplinary proceedings. 

If the matters are unrelated, the grievance will be dealt with as a separate matter concurrently.  
 
 

Collective Grievances 
 

A ‘collective grievance’ is defined as a grievance put forward by two or more employees who have the 
same concerns or problems to raise, and who have agreed to raise these jointly rather than separately. 
Collective grievances are not used to consider issues that are already the subject of collective 
negotiation or consultation with recognised trade unions. 

 
Collective grievances will be addressed in accordance with the general framework outlined in this 
procedure and there is therefore a presumption that efforts will be made initially to resolve the 
grievance on an informal basis. 
 

Where the employees are trade union members, their trade union representative(s) may raise the 

grievance on the employees’ behalf and act as their spokesperson. In so doing, they will need to 

identify the employees who are raising the grievance. 
 

Where a collective grievance reaches the formal stage, there will in most cases be a single grievance 
hearing convened and a single outcome communicated to all. It may, however, be necessary to discuss 

with the employees and/or their spokesperson how the procedure will be managed as it may need to 

be adapted according to the circumstances and nature of the case.  

 
A grievance appeal panel will be convened when at least one employee who was party to the collective 
grievance seeks to exercise the right. Employees who are satisfied with the outcome of the grievance 

may choose to withdraw from the process at this stage. 
 

 

Repeated grievances 
 
Repeated grievances which replicate the same matters already addressed under the procedure will 
not be reconsidered unless new evidence has come to light that justifies reopening the grievance. 

 
 

Ill-Health Absence 
 
The Trust aims, through this procedure, to deal with all grievances with the minimum of delay in the 

best interests of all parties. The ill-health absence of an employee during the procedure will not result 
in any delay to convening meetings or appeals beyond what is reasonable in the circumstances. One 
attempt to reschedule a grievance meeting or appeal will be made where ill-health absence intervenes 

and it should be explained to the individual that if they are still unable to attend on the rescheduled 

date the relevant manager/panel will either: 
a) proceed to investigate the grievance (or consider the appeal) without meeting with the 

employee first, in which case the employee will be offered the option of making a written 

submission or asking their companion to attend the rescheduled meeting on their behalf, or,  
b) Where it is not practical to proceed with investigating the grievance or hearing the appeal 

without further clarification from the employee, inform the employee that the grievance will 
not be pursued further at this time due to the employee’s absence.  
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Absence which appears to have been triggered by the grievance itself will usually be referred to 

Occupational Health to obtain advice. If the absence becomes long-term then this will be dealt with 
in accordance with the Staff Absence, Sickness & Cover Policy. 
 

 
The Role of Mediation 

 
In seeking to resolve a grievance, it may sometimes be appropriate for mediation to be considered, 
depending on the nature of the grievance. Mediation involves an independent, impartial person 
working with both sides to find a solution. Mediation will only be used where all parties involved in 

the grievance have agreed to it. 
 


