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Grievance at Work Policy

1. Purpose
This policy sets out a fair process for employees to raise and resolve concerns about their treatment at work. It applies to all staff and is separate from:
· The Complaints Policy (for external stakeholders)
· The Whistleblowing Policy (for public interest concerns)
· The Staff Disciplinary Policy (for employer-led action)

2. What is a Grievance?
A grievance is any concern, problem, or complaint raised by an employee about their work, including (but not limited to):
· Job tasks or responsibilities
· Terms of employment (e.g. pay, hours)
· Lack of promotion or opportunities
· Unfair or inappropriate treatment
· Bullying or harassment
· Discrimination (e.g. race, age, disability, sex, sexual orientation)

3. Informal Resolution
· Employees are encouraged to raise concerns informally first, by:
· Requesting a meeting with a member of the Senior Leadership Team (SLT)
· Proposing potential solutions
· If uncomfortable, employees may approach the Headteacher directly.
· If informal steps do not resolve the issue, proceed to the formal process.
Note: If you later go to an employment tribunal, compensation may be reduced if you did not first raise a formal grievance.

4. Fair Treatment
· The Tutorial Foundation will address all grievances promptly, confidentially, and without discrimination or victimisation.
· Employees will not be penalised for raising a genuine concern.

5. Formal Grievance Procedure
(Aligned with the Acas Code of Practice)
Step 1: Submit a Written Grievance
· Write to the Headteacher explaining:
· The issue
· Dates/events
· Desired outcome or resolution
· Keep a dated copy for your records.
Step 2: Attend a Grievance Meeting
· The Headteacher (or an independent officer) will arrange a timely meeting.
· You may bring a companion: a colleague or certified trade union representative.
· If your chosen companion is unavailable, the meeting must be rescheduled once (within 5 working days).
· After the meeting, you will receive a written outcome, including:
· The decision
· Your right to appeal
· How to appeal and the deadline
Step 3: Appeal
· If unsatisfied, submit a written appeal explaining your grounds.
· You have the same right to be accompanied.
· An independent HR professional may hear the appeal.
· The appeal decision will be given in writing and is final.

6. Alternative Resolution: Mediation
· Mediation may be offered at any stage.
· It is voluntary, confidential, and led by an impartial mediator (internal or external).
· The cost of external mediation is typically covered by the employer.

7. Employment Tribunal
· If all internal procedures are exhausted, you may make a tribunal claim.
· You must do this within 3 months minus one day of the last incident, even if the grievance process is ongoing.
· You are not required by law to raise a formal grievance before a claim, but not doing so without good reason may reduce any compensation.

8. Monitoring and Review
· This policy is reviewed annually by the Headteacher, or sooner if required by law or best practice.
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