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Review frequency 
Triennially or as 
required if legislation 
changes  

Date of next review July 2021  

Responsible Committee Finance and Personnel  

MISSION STATEMENT 

YHCLT is a co-operative community of schools, working together to provide the best possible 
standards of education, enabling children to become responsible and articulate citizens, with a local, 
national and global perspective.  We try to demonstrate co-operative ethical values in everything we 
do: 

• we believe in being open with colleagues in our schools and beyond; 
• we act with honesty and integrity, working in a professional and respectful manner in our 

dealings with everyone; 
• we act with social responsibility; 
• we treat everyone with respect, care and sensitivity; 
• we support staff to develop their capacity for self-help and to take responsibility for their own 

actions. 

Date July 2018  
Please always check the latest e-version of this policy as small changes may be made.   
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Grievance Policy and Procedure  

Policy 

1. The Trust recognises that at some time during normal working life, any employee may have a 
problem or concern about their work, working conditions or relationships with colleagues which 
will need resolution. The Trust and its Heads will encourage staff to deal with any difficulties 
informally where possible but will give them information and support to use the grievance 
procedure where the informal approach is not successful. This grievance procedure is designed 
to help resolve individual grievances from employees in a fair, consistent and effective manner 
that is in line with the ACAS code of practice. 

2. Prior to final approval by the YHCLT Board this policy has been the subject of consultation with 
unions and professional associations; their suggested amendments have been taken into 
consideration and changes made where they can be agreed. 

3. The school is committed to ensuring equality of treatment and fairness in the operation of the 
capability procedure in line with the Equality Act 2010. 

Eligibility  

4. All employees of the school have access to the grievance procedure from day one of their 
employment, however it does not apply in the following cases: 

• Applications for pay, re-grading and grading appeals - there is a separate procedure for these. 

• Appeals against disciplinary and capability decisions – these are covered by the relevant 
appeals procedure. 

• Appeals against dismissal for reasons of redundancy or the end of a temporary contract - these 
are covered by the relevant appeals procedure. 

Entitlement 

5. All employees who have a grievance associated with their employment with the school or the 
Trust may submit a grievance and have it dealt with in a fair and consistent manner. Employees 
should be aware that significant delay in raising a grievance may mean that it cannot be fully and 
fairly dealt with.  

6. Employees may if they wish bypass the informal stage and apply the formal approach straight 
away, although they will be encouraged to use the informal approach first.  

7. Employees who are union members are encouraged to seek advice from their representative 
prior to lodging a formal grievance.  

8. The Head/CEO will ensure that staff understand their right of appeal against the formal stage if 
the initial investigation and meeting do not result in a satisfactory outcome from their point of 
view. 

Application and Principles 

9. In all cases the employee should initially attempt to resolve the difficulty in discussion with the 
person directly in a constructive and calm manner, perhaps asking for informal support from a 
colleague or the line manager. 

10. At all stages of the formal procedure the aggrieved employee is entitled to be accompanied by 
a companion who is a work colleague or trade union representative. Where staff affected by a 
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grievance (the aggrieved person or the person they are complaining about) wish to bring a union 
rep or a colleague to investigation meetings this should be agreed where ever possible as long 
as their attendance does not unduly delay the process. The companion should be allowed to ask 
questions of the other party at the meeting and to present the case on behalf of the employee 
(if they wish them to) but should not answer questions on their behalf. 

11. The time limits referred to in the procedure can be modified in individual cases by mutual 
agreement which should be given in writing by all parties involved. 

12. Should an employee’s grievance concern their immediate line manager, where the difficulty has 
been raised informally with them and still remains, it should be raised verbally or in writing 
directly with the next most senior person. The Head will delegate responsibility for looking into 
the matter to an investigator who will usually be a member of the senior leadership team. 

13. If the grievance is against the Head, it should be addressed to the CEO who will appoint an 
appropriate senior manager or an independent person to investigate the matter. In this case a 
panel of Senior Trust staff/ Governors/Trustees will consider the findings and hear the case if it 
is necessary. If this is the case, any reference in this procedure to Head should read CEO. Similarly, 
any grievance against the CEO will be reported to and dealt with by the Chair of Trustees; any 
appeal will be considered by an independent panel of Trustees.   

14. Where complaints are considered too personal or sensitive to discuss initially with the line 
manager, the matter may be referred directly to a Deputy Head, the Head or the School Business 
Manager (or CFO for trust staff) who has responsibility for HR. 

15. When a grievance is first raised management will consider whether there is likely to be a 
successful outcome using the internal procedures or should mediation be explored? Problems 
which are conciliated early on have the best chance of a successful outcome and the option to 
offer mediation could be discussed with both parties. This could either be provided by internally 
trained colleagues or an external mediator but they should have mediation skills for this to be 
successful. The school could try contacting HR or ACAS for advice. 

16. Where a grievance is raised by an employee at the end of their employment, or within a few 
weeks of leaving, an appropriate senior manager may offer to meet with them to discuss the 
matter. It would be reasonable to invite them to put their concerns in writing within a reasonable 
time limit of 5 -10 days and then to look into the matter and respond in writing. There is no legal 
requirement to do this and no formal guidance on this point in the ACAS code. 

Grievance Procedure 

17. Every attempt should be made to resolve all grievances using the informal route first; only when 
this fails should the formal procedure be used. 

Informal Stage 

18. Many problems at work will arise and be settled informally and amicably in the normal course 
of day to day work, supervision and management. An employee who has a grievance arising from 
their employment should first try to resolve the issue by discussing it informally with the subject 
of their grievance. 

19. If this does not settle the issue then they should discuss the matter with their immediate line 
manager who will try to resolve the issue between the 2 parties through a restorative practice 
meeting or mediation provided by a trained mediator to produce an amicable resolution. If this 
intervention resolves the matter, that will be the end of it; if it does not then the grievance 
should be put in writing and the formal procedure used. 
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20. If the immediate line manager is the subject of the grievance, then the aggrieved person should 
initially raise the matter informally with an appropriate manager at a higher level than the 
subject of the grievance. 

21. If the grievance is against the Head and informal discussion with the Head has not resolved the 
matter, then the formal procedure should be used and the grievance lodged with the CEO, or 
the School Business manager who will pass it to an appropriate manager/Trustee. 

22. If a grievance is lodged during the process of investigating a disciplinary or capability matter then 
it may be appropriate to consider the grievance at the disciplinary hearing if one takes place – 
especially if the aggrieved person is complaining about the process of the investigation or the 
management approach to professional support/monitoring.  

Formal Stage – Step One, Investigation and report 

23. Should the employee be dissatisfied with the outcome of the informal discussions, they should 
refer the matter formally in writing to the Head. Appendix 1 to this procedure document – 
Notification of Grievance Form, should be completed and sent with any initial letter of grievance 
or report attached, to the Head stating the details of the grievance, what has been done so far 
to resolve it and what outcome the employee is seeking. If they decline to fill in the Notification 
Form, the Grievance Record Form Appendix 2 should be used. The grievance should not be 
ignored. At this stage, the employee may wish to take advice from their union representative if 
they have one. They may wish to bring a representative to the meetings at the formal stage and 
this will normally be agreed, as long as their availability does not unduly delay the meeting.  

24. The Head will arrange for a senior manager to investigate the facts. This should be someone who 
is at a higher level than the aggrieved person and wherever possible someone who has not been 
involved with the matters in question.  

25. The investigator will obtain any records of the informal stage of the grievance, talk to the 
employee and any witnesses - including the line manager with whom the grievance was first 
raised, and the person who the grievance is directed at and draft an Investigation Report of their 
findings.  

26. The report will conclude whether or not there is any case to answer. The possible outcomes of 
the investigation could be one of the following: 

a. That the aggrieved employee has a valid cause for dissatisfaction in which casea reversal 
of a manager’s decision, potentially disciplinary action and/or an apology from the person 
complained about, may be considered.  

b. Some elements of the grievance have foundation – in which case a recommendation will 
be made regarding follow up actions and possibly an apology.  

c. That the grievance is unfounded and no further action is necessary  

d. That the grievance is unfounded but professional relationships have broken down or 
become difficult, in which case mediation or a restorative meeting is recommended to 
build better working relationships.  

e. The investigator cannot decide either way who is at fault. In this instance they should 
either try to persuade both parties to take part in mediation or refer the matter to a panel 
for consideration. If mediation is not agreed, then transferring the job roles or area should 
be offered where possible. If this is not possible, then both parties will need to be 
counselled to work together in a professional manner. If they cannot work professionally 
together, then one or other or both of them may possibly be dismissed for ‘some other 
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substantial reason’. If this is considered, the Trust HR adviser will provide support and 
advice. 

f. The person who brought the grievance is found to have acted maliciously, in which case 
they will be dealt with through the disciplinary process. 

Review of the findings – management meeting  

27. The report will be sent to the aggrieved person and any person cited by the grievance. A meeting 
will be arranged for the aggrieved person to discuss the findings with the investigator and the 
Head or an appropriate senior manager. This will constitute the meeting required by the ACAS 
code of practice and the employee has a right to be accompanied at such a meeting. It may be 
appropriate to also meet the person cited by the grievance to explain the overall outcome in 
which case the relevant details only will be disclosed.  

28. A note of the meeting will be sent to all parties involved and any further action will take place 
i.e. if proven, a disciplinary hearing or letter of apology. A letter should also be sent to the 
aggrieved person explaining the right to appeal.  

29. The grievance will end at this stage unless the aggrieved person submits a formal grievance 
appeal within 5 days of the date of the letter. 

Step Two – Grievance appeal 

30. If the aggrieved person lodges a written appeal against the findings of the investigation following 
the management meeting described at 27 above, a meeting will be arranged to consider the 
appeal. This appeal stage is important as it is a requisite part of the ACAS code of practice. It is 
good practice to arrange the meeting within a reasonable time of the appeal being lodged, within 
10 working days of the written appeal being received by the school/manager should be the aim. 

31. The meeting  will consider the Investigation Report and any response submitted by the aggrieved 
person. The aggrieved person, the subject of the grievance, plus perhaps other witnesses will be 
present to explain their point of view at the appropriate time in the meeting. 

32. The meeting at step two will usually be chaired by the Head assisted by a manager with 
responsibility for personnel or another suitable senior manager at the school/Trust - although 
they may hear the case alone. Ideally the Chair/panel members should have had no prior 
involvement in the case and be independent as much as possible. 

33. The person receiving the appeal must make the appropriate Head aware of its receipt (or the 
CEO/CFO for Trust staff and grievances against the Head); the Governors/Trustees/ should also 
be advised. The Head/CEO will decide who should hear the appeal taking into account HR advice 
and the following: 

i) That those hearing the appeal must have not previously had significant involvement in the 
case. 

ii) That those hearing the appeal will be at a management level equal to or higher than the 
manager who made the decision against which the employee is appealing. 

34. The aggrieved person will be given 5 working days notice of the meeting and reminded that they 
have a right to be represented at the meeting by a union representative or a workplace 
colleague. Copies of the Investigation Report plus any other papers to be considered by the panel 
will be sent to them at the same time. The 5 days notice is to give the aggrieved party reasonable 
time to liaise with their representative and prepare their case. 
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35. If their representative cannot attend on the date and time given they are entitled to ask for an 
adjournment of up to 5 days. A reasonable attempt should be made to arrange the revised 
meeting on a date/time when the representative can be there but if this is not possible within a 
reasonable timescale (5 working days or so) then they should be encouraged to invite a different 
representative. If this is not possible then the meeting may go ahead without the employee 
and/or their representative. 

36. Any documents that the aggrieved person wishes to submit to the Chair/panel should be 
received, by the Chair, no later than 3 working days before the meeting. If papers are received 
later than this the Chair will decide if they are material to the case and if so, will consider an 
adjournment at the beginning of the meeting  for all appropriate parties to consider the 
additional evidence. 

37. The procedure at Appendix 3 will be followed at the meeting. The employee should be given a 
reasonable opportunity to ask questions, present evidence and call relevant witnesses, and be 
given the opportunity to raise points about any information provided by witnesses, and state 
their views as they see them, in response to the findings of the Investigation Report. 

38. Each side should arrange for key witnesses to be available to answer questions as the panel 
consider the case. The witnesses will normally include: 

• Any line manager who was involved at any earlier stages of the procedure, 

• the person cited as the subject of the grievance (if appropriate) and 

• any other person whose statement is included in the pack. 

39. The letter inviting the aggrieved person to the meeting should tell them which witnesses the 
investigator intends to invite, and confirm which witnesses have been called on their behalf. 

40. The appeal pack should contain: 

a. The original grievance form/documentation 

b. the report with any relevant attachments and witness statements  

c. this grievance policy/procedure  

d. any relevant correspondence  

41. Where pupils, parents or third parties have been involved, they will not normally be called as 
witnesses, but a transcript of any interview with them will be available to the decision-making 
person/panel where appropriate. It may be appropriate to ask the manager who interviewed 
the students to attend as a witness. 

42. The possible outcome of the appeal meeting could be one of the following: 

a. That the aggrieved employee has a valid cause for dissatisfaction and a reversal of a 
manager’s decision, potentially disciplinary action and/or an apology from the person 
complained about.  

b. Some elements of the grievance have foundation – in which case a recommendation will 
be made regarding follow up actions and possibly an apology.  

c. That the grievance is unfounded and no further action is necessary  

d. That the grievance is unfounded but professional relationships have broken down or 
become difficult, in which case mediation or a restorative meeting is recommended to 
build better working relationships.  

e. The investigator cannot decide either way who is at fault. In this instance they should 
either try to persuade both parties to take part in mediation or refer the matter to a panel 
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for consideration. If mediation is not agreed, then transferring the job roles or area should 
be offered where possible. If this is not possible, then both parties will need to be 
counselled to work together in a professional manner. If they cannot work professionally 
together, then one or other or both of them may possibly be dismissed for ‘some other 
substantial reason’. If this is considered, the Trust HR adviser will provide support and 
advice. 

f. The person who brought the grievance is found to have acted maliciously, in which case 
they will be dealt with through the disciplinary process. 

43. After an adjournment, a decision will be made and given to the aggrieved person directly, 
applying reasons to each point. The decision will also be confirmed in writing, normally within 5 
working days of the date of the meeting. There is no further right of internal appeal.  

Sickness or inability to get representation 

44. In the event that the complainant is unable to get representation on the date arranged, the 
meeting will be re-scheduled once to a date within 5 working days of the original meeting.  

45. The decision to proceed with a meeting in the absence of a key witness or the appellant, will be 
made by the Chair (with HR advice where it is a complicated case), taking into account their 
ability to consider all the facts versus the difficulties that may arise in the school if the matters 
are left unaddressed for a long time. 

46. Where the employee is signed unfit for work, or unwilling to attend the Trust will accept a 
written submission. It would normally be acceptable for their union representative to attend the 
meeting on their behalf to deliver the statement and ask questions. 

47. If they refuse to participate in the process further the appeal may go ahead in their absence or 
it may be decided that they have dropped their appeal and the process will end. 

48. In exceptional circumstances, the appeal panel may decide that the meeting should be 
adjourned pending the investigation of new evidence presented by either side. In such 
circumstances, an HR professional will advise on the process to be followed. 

49. The decision of the panel hearing the appeal is final and there is no further right of appeal
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Appendix 1 

NOTIFICATION OF GRIEVANCE FORM -  for use by employees. 

Once completed please send to the Line Manager or the Head as appropriate. If your grievance is 
against the Head then this form should be sent to the CEO. If it is against the CEO it should be sent 
to the Chair of the Trust. Please also retain a copy for your own records. 

Name of Employee: 

Job Title: 

Line Manager: 

 

Please outline your grievance below: 
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What action has already been taken concerning your grievance?  Who has considered it?  What 
was the result? 

What would you like to happen next to resolve the grievance? 

What overall outcome will resolve the grievance to your satisfaction? This must be a possible 
outcome, in relation to the powers of the school and ultimately the Head/Governors/Trustees 
who may hear any appeal. 
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You have a right to be accompanied by a trade union representative or colleague at any grievance 
meeting if you so wish. Have you spoken to anyone else to help and support you with this 
problem? 

 

Yes / No (please circle the one that applies) 

 

Who is supporting you? Please give name and contact details. 

Signed:  Date:   

The date should be the day when this completed form is passed to your line manager or Head. 

Received by: (name)   Date:   
 

 

 
 



Grievance Policy and Procedure 
April 2011 
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Appendix 2 

GRIEVANCE RECORD FORM 

When an employee reports a grievance informally, the line manager should enter details on Part A of 
this record and complete Part B [1]. 

If an employee then submits a grievance in writing, the supervisor should complete Part B [2] and pass 
the written grievance and this record to the Head. 

Thereafter the Head and, if appropriate, the Clerk to the Governing Body, should complete this record 
at Part B [3] and [4] respectively. 

Copies of all replies to the employee should also be attached. 

 
PART A 

Name of Employee 

Job Title 

Supervisor/Line manager 

Nature of grievance 

PART B 

 
Date 
grievance 
received 

Action taken Who considered 
grievance 

Date 
employee 
notified 

1     

2     

3     

4     
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Appendix 3 Process of a Grievance Appeal Hearing 

1. Chair introduces all parties and explains the process to be followed. 

The chair establishes control of the meeting, reminds all that this is the final stage of the internal 
process and reminds everyone of the requirement for confidentiality. 

2. Opening statement by the employee (or their representative). 

The employee is invited to present their reasons for their appeal with reference to their appeal 
letter submitted. New evidence will not be automatically allowed at this stage. The employee may 
introduce pre-arranged witnesses who should leave the room after giving evidence and answering 
questions. 

3. At the end of the presentation, questions will be asked of the employee by: 

• the chair/panel members. 

• the investigator. This should not turn into their presentation of the case. 

4. The investigator will give their opening statement. 

Presentation of the investigation report, by the investigating officer. Pre-arranged witnesses may 
be called who should leave the room after giving evidence and answering questions and any other 
corroborating evidence will be introduced. 

5. Questions will be asked by: 

• the employee (or their representative). This should not turn into a presentation of the facts 
as they see them. 

• the chair/panel. 

6. Opening statement by the employee or their representative. 

The employee presents the facts as they see them. Pre-arranged witnesses may be called to 
support their case, who should leave the room after giving evidence and answering questions. 
Other supporting evidence may be presented to the panel. 

7. Questions will be asked by: 

• the investigator although this should not turn into a reiteration of the facts as they see them. 

• the chair/panel. 

8. Summing up by the investigator. 

9. Summing up by the employee [or their representative]. 

10. Panel members consider the matter. 

All parties leave the room except the chair/panel and any adviser working with them to take notes 
and assist with the decision making. 

11. After the decision is made, all parties will be recalled for the decision (except witnesses). The chair 
will give the decision and explain the reasoning, point by point if necessary. The decision will be 
confirmed in writing, by the chair, within 5 working days. 
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