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Grievance at Work Policy

1. Purpose
This policy provides a fair route for employees to raise concerns, problems or complaints about their work, working relationships or treatment. It reflects the ACAS Code of Practice on disciplinary and grievance procedures.
2. Informal Resolution
Where appropriate, employees should first raise the issue informally with their line manager or the Headteacher. Informal discussion, clarification or mediation may resolve the matter quickly.
3. Formal Grievance
1. Submit the grievance in writing, explaining the issue, relevant facts and the outcome sought.
2. A grievance meeting will be arranged without unreasonable delay. The employee may be accompanied by a work colleague or trade union representative.
3. Relevant information will be considered and further enquiries made where necessary.
4. The outcome and right of appeal will be confirmed in writing.
4. Who Handles the Grievance
• A grievance not involving the Headteacher is normally handled by the Headteacher or another appropriate manager.
• A grievance concerning the Headteacher is handled by the Managing Director/Proprietor Representative.
• A grievance concerning the Managing Director/Proprietor Representative is handled by the Headteacher with independent HR support.
• Where there is a conflict of interest, an external HR adviser or another impartial person may be appointed.
5. Appeal
An appeal should be made in writing within the timescale stated in the outcome letter. It will be heard by a person or panel not previously responsible for the decision, with independent HR involvement where appropriate.
6. Fair Treatment and Confidentiality
No employee will be disadvantaged for raising a genuine grievance. Information is shared only with those who need it. Malicious complaints may be addressed under the disciplinary procedure, but a complaint is not malicious simply because it is not upheld.
7. Mediation and External Rights
Mediation may be considered at any stage. Nothing in this policy removes statutory employment rights or applicable tribunal time limits.
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