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1. 	INTRODUCTION

The School is committed to the welfare of all its employees. It is, however, recognised that, on occasion, grievances may arise. This procedure provides a mechanism for employee grievances, concerns, or problems relating to their work, working environment, or working relationships to be raised and addressed fairly, quickly and as close to the source of the problem as possible.


2.	PURPOSE 

The aim of the procedure is to provide a process for resolving grievances in a fair, equitable and efficient manner. Wherever possible, employees and the Head Teacher should seek to resolve issues at the lowest level and as informally as possible. Mediation will be used in the appropriate circumstances, and with the agreement of all parties, to resolve issues raised by a grievance.

This policy has been written with a view to promoting fairness for all and avoiding any adverse impact it may have on any individual based on age, disability, gender, gender assignment, sexual orientation, religion or belief, race, marital status, pregnancy and maternity (Equality Act 2010). 


3.	SCOPE

This policy applies to all the School employees and sets out the process that needs to be followed when raising a grievance. Any allegations of whistleblowing will be dealt with separately in accordance with the School’s Whistleblowing Policy.


4.	REPRESENTATION 

When submitting a grievance, regardless of the statutory position, the employee is entitled to be accompanied to meetings by a trade union representative or work colleague at all formal stages of this process. Where unreasonable delay may be caused by awaiting the availability of the chosen representative, management reserve the right to proceed with the date set and to advise the employee to seek an alternative representative. In all cases, the trade union representative or work colleague must be unconnected to the complaint/concern or related matters.   


5.	PRINCIPLES

This policy sets out a general procedure for dealing with employee grievances in accordance with good practice. In particular, timescales are indicative only and may be subject to change taking into account the circumstances of any individual case. 

The School reserves the right in exceptional circumstances not to follow this process in relation to any grievance which it considers vexatious. 


6.	RAISING A GRIEVANCE

A grievance is a concern or complaint that an employee may raise with the School with regard to their employment.  A grievance may relate to health and safety, working relationships, new working practices or organisational changes.  However, this policy does not apply to:






· The implementation of new policies or procedures, which have been agreed through collective bargaining.
· The Head Teacher initiating School policies and/or procedures including the issuing of written management guidance.
· Disciplinary action/dismissals for whatever reason (NB in cases where there are overlapping grievance and disciplinary issues, the School, at its discretion, may choose to deal with grievance issues as part of the disciplinary process).
· Pay/grading and Job Evaluation issues (which should be the subject of our Job Evaluation Appeals Procedure).

Any concerns relating to the four areas listed above should be dealt with under the relevant procedure or appropriate appeal process, thereby avoiding any duplication.

In registering a grievance, the aggrieved party must state clearly from the outset, the details of their grievance and the nature of the outcome they seek to achieve from the process by completing the Grievance Form. As far as reasonably practicable it is advisable for the grievance to be raised promptly after the event complained of because any unnecessary delay may cause memories to fade.

It is advisable that most grievances are dealt with informally by the Head Teacher in the first instance in line with Stage 1 of the process. In certain circumstances the aggrieved party may feel unable to approach their Head Teacher directly.  In this case it may be appropriate to proceed with Stage 1 with an alternative manager, or, alternatively, to invoke the procedure formally at Stage 2, from the outset.

For the sake of clarity, the same procedure applies when a group of employees wish to raise a collective grievance. In these circumstances a representative from the group should 
be appointed as spokesperson and can be accompanied by an agreed trade union representative. 

STAGE 1 – INFORMAL GRIEVANCE

In most cases, if an employee is aggrieved about a matter relating to their employment, they should arrange a meeting to discuss their concerns initially and informally with their Head Teacher as soon as possible (this may take place during regular supervision or one to one meetings). The employee should aim to outline their grievance where possible in writing, using the Grievance Form (a copy of which can be found in Appendix 1) including their desired outcome, even at this informal stage of the process if appropriate to do so. It can be beneficial for the Head Teacher and employee to understand the issue/s more clearly and can help aid their discussion.

If the matter relates to the employee’s Head Teacher, then the employee should instead arrange to meet with the Chair of Governors or another member of the Governors team as appropriate.

The Head Teacher who has met with the employee should confirm in writing the outcome of the discussion to the employee, as quickly as possible, and normally within 7 working days. The Head Teacher should complete the Grievance Outcome Form (a copy of which can be found in Appendix 2) and forward a copy together with the outcome letter to Human Resources. 

If an employee remains dissatisfied with the outcome of the informal stage, they should submit a further version of the Grievance Report to their Directorate HR Advisory Team within 10 working days of their Head Teacher’s decision being given to them, clearly setting out the details of their grievance.







In some cases, depending upon the nature of the grievance, the parties may consider that it is more appropriate to move directly to Stage 2 of the procedure. For example, this may be required in the event that the grievance relates to serious allegations or if the employee’s Head Teacher is linked to the allegations.  Such requests will be considered on a case-by-case basis. 

STAGE 2 – FORMAL GRIEVANCE

If the matter cannot be satisfactorily resolved on an informal basis, the employee should (in normal circumstances and as stated above) raise the matter formally with Human Resources by setting out their grievance using the Grievance Form.

Where the employee’s grievance relates directly to their Head Teacher’s conduct, they should set out their grievance using the Grievance Form and forward the completed form to the Chair of Governors, ensuring Human Resources also receives a copy.  In this instance, the Chair of Governors will nominate a Governor to conduct the relevant grievance meeting.

Once the Grievance Form has been received, the employee will usually be invited to attend a grievance meeting with the Head Teacher to investigate the grievance who has had no prior involvement. 

Generally, the Head Teacher will meet directly with the employee to obtain further information or clarification of specific points. The Head Teacher, who will be accompanied by a HR Advisor, may also:

· speak with the manager involved at Stage 1, reviewing the investigation, any evidence collected and the rationale for their outcome; and
· obtain any further relevant information as appropriate.

If the grievance is against a specific individual or individuals then, in the interests of fairness, it may be appropriate for the Head Teacher considering the grievance to meet with the relevant individual/s to hear their views and ensure any such meetings are documented appropriately.

It is important to remember that a grievance meeting with the employee is not the same as a disciplinary meeting, and open discussion should be encouraged in order to attempt to secure an amicable solution.  It is important that the employee is given the opportunity to re-state the details and nature of their grievance and how they would like to see it being resolved. 

The Head Teacher should aim to complete Stage 2 of the procedure within 20 working days of receiving the grievance, if possible, taking into account the circumstances.  Upon the conclusion of Stage 2, the Head Teacher must inform the employee, in writing, of their response, clearly stating whether the grievance point(s) are upheld / partially upheld or not upheld. The Head Teacher can also provide recommendations where this is felt appropriate. 

The employee must also be informed of their right to appeal to Stage 3 if they remain dissatisfied with the outcome.  If wishing to appeal, the employee must clearly outline the grounds of their appeal in writing and forward it to the Chair of Governors within 10 working days of the decision being issued to them. The appeal must be submitted on the Grievance Appeal Form which can be found in Appendix 3.








STAGE 3 – FINAL APPEAL

If an employee who remains dissatisfied following the outcome of Stage 2 submits an appeal in writing within 10 working days of the decision being issued to them, an appeal hearing will be arranged in order to consider their grievance further.  Any appeal should be heard within a maximum of 8 weeks where practicable, but generally the aim should be to ensure that a hearing takes place as soon as possible.  Any appeal should be heard by the Appeals Committee, accompanied by a Senior HR Advisor. For schools that purchase the Local Authority’s Governor Support Service the appeal will be arranged and minuted by Governor Support Services on behalf of the governors.  NB: The appeal must only relate to the issues that have been originally raised and no additional allegations should be brought at this stage.

The decision taken by the Appeal Committee will be final.  After the appeal, the employee will be informed of the decision in writing as soon as is reasonably practicable.  Where a Head Teacher has already been involved, such as if the employee’s concerns relate directly to their line manager’s conduct, the Chair of Governors may be appointed to hear the final appeal.   


7	OVERLAPPING DISCIPLINARY AND GRIEVANCE AND CASES

Where a grievance is raised during the course of the disciplinary procedure (including a claim of harassment) this will be referred to Human Resources who will decide whether the grievance should be considered separately, or as part of the same disciplinary process. 

Where the employee’s grievance relates to the disciplinary case it will normally be investigated as part of the disciplinary process and the disciplinary procedure will not be suspended. If the disciplinary case has been concluded and an appeal has been received, any grievances about the disciplinary case will be dealt with at the appeal stage.

If the grievance is not linked to the disciplinary case, the grievance and disciplinary processes can normally run in parallel. There is usually no need to suspend the disciplinary process whilst the grievance is resolved.


8.	MEDIATION 

At any stage of this procedure, circumstances may lead the School to think that some or all of an employee’s concerns might be linked to a breakdown in relationships with one or more individuals.  In such cases, the School might suggest (or any of the individuals concerned may request) mediation.  Mediation is a voluntary process that is used to resolve workplace conflict but, for mediation to be successful, both or all parties have to agree to participate.  Although mediation is not compulsory, the School would hope that all employees would at least consider participating in such a process.  The School has internal mediators but may, in some circumstances, consider the use of mediation via external organisations.


9.	SUPPORT SERVICES

Counselling 
The School provides a confidential counselling service for its employees. The Staff Support Network can be contacted by phoning 01642 777641 or 07815195910.

Occupational Health 
Any employee who is involved in a grievance case may find it useful to talk to the Occupational Health service if their health is affected. A referral can be made at the employee's request if necessary.





10.	CONFIDENTIALITY 

All concerns will be treated in confidence and every effort will be made not to reveal an employee’s identity if they so wish. However, employees should note that it may be difficult or impossible to resolve some types of concern if confidentiality is to be maintained (e.g., a grievance issue which relates only to the employee and cannot be substantiated by documentary evidence or statements from third parties).

Depending on the nature of the concerns that an employee raises, if necessary, the employee may ultimately be needed as a witness in any disciplinary or criminal proceedings.  Where this is required, the School will arrange for the employee to be given advice about the procedure and will fully support them throughout.


11.	MALICIOUS COMPLAINTS OR BEHAVIOUR

The School treats concerns raised by its employees very seriously.  Similarly, it will view the raising of unfounded concerns for vexatious or malicious purposes, or for personal gain, very seriously and actions of this nature will be considered as potential disciplinary offences.


12	FORMER EMPLOYEES

Although current guidance does not include procedures that specifically apply to former employees, where a grievance relates to an issue that could form the basis of an Employment Tribunal claim and the grievance has been raised within the relevant time limit for bringing such a claim, the School may, at its discretion, continue to deal with the grievance in accordance with the set procedure.  


13	LINKS TO OTHER HUMAN RESOURCES POLICES AND PROCEDURES

	Other relevant policies and procedures include:

· Dignity at Work (Harassment and Bullying) Policy 
· Disciplinary Procedure 
· Whistleblowing Policy 


14.	REVIEW AND MONITORING

The School will keep this policy under regular review to ensure it remains relevant and effective.








Appendix 1

[bookmark: _Hlk88722489]GRIEVANCE REPORT FORM 

	SECTION 1:  DETAILS OF GRIEVANCE 

	Employee Name (or names if a collective grievance is being submitted) 
	

	Nominated Spokesperson for the group (if applicable)
	


	Date of event to which grievance relates
	

	Date first aware of issue (if different to above)
	

	Date on which grievance first raised 
	

	Grievance Stage 
(Please confirm stage invoking)
	Informal Stage (Stage 1)			
Formal Stage (Stage 2)			




	Details of grievance

	













	Desired outcome

	












	Signed
	

	Name (Printed)
	

	Date
	



			



 Appendix 2

[bookmark: _Hlk88722821]GRIEVANCE REPORT FORM 

	[bookmark: _Hlk88722898]SECTION 2:  OUTCOME OF GRIEVANCE 

	Grievance raised with (name of manager)
	

	Grievance raised on (date)
	

	Stage of Grievance 
	

	Manager responded on (date)
	



	Details of response and proposed action points

	


















OUTCOME

I confirm that I am satisfied with management’s response to my grievance.

	Signed
	

	Name (Printed)
	

	Date
	



I am not satisfied with management’s response to my grievance and confirm that I have been informed of how to invoke the next stage of the grievance procedure.

	Signed
	

	Name (Printed)
	

	Date
	









Appendix 3
STAGE 3 GRIEVANCE APPEAL FORM

	SECTION 1:  DETAILS OF GRIEVANCE 

	Employee Name (or names if a collective grievance is being submitted) 
	

	Nominated Spokesperson for the group (if applicable)
	

	Date of Stage 2 Outcome
	



	Grounds for Stage 3 Appeal (N.B Must be based upon the original grievance and does not include any new allegations)

	Please note the grounds for your appeal must be clearly stated in this section of the form.  This may include issues such as:
· How your grievance was handled?
· If you feel process was not followed?
· If you feel the decision was wrong?













	Desired outcome

	Desired outcomes will be useful for any panel to consider should your case progress to stage 3 and should be realistic and achievable solutions












	Signed
	

	Name (Printed)
	

	Date
	



[bookmark: _Hlk88723130]The completed form should be forwarded to Jane Garnett, Strategic HR Manager Redcar & Cleveland House, Kirkleatham Street, Redcar.
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