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1. Introduction 

1.1. It is our policy that grievances raised by employees are dealt with promptly and 
fairly, and at the appropriate level, bearing in mind the nature of the matter 
raised. 

1.2. The purpose of this policy is to provide a formal and fair process for employees 
to raise and resolve work-related complaints, such as issues with working 
conditions, management, or conflict. This helps organisations maintain a 
positive and productive environment, build trust, prevent minor issues from 
escalating, and avoid legal action. 

1.3. This policy aims to ensure that: 

• all employees are aware of their responsibilities regarding raising concerns 
and the process makes it easy for them to do so 

• employees will not suffer detriment for raising concerns so as long as the 
action is not malicious 

• trust leaders and governance individuals are aware of and supported in 
carrying out their responsibilities for resolving such matters in a timely and 
fair way 

• lawful and effective arrangements exist for dealing with grievances and 
appeals. 

1.4. All staff, Local Governing Bodies and the Trust Board will work together to 
minimise the risk of grievances occurring by having a staff code of conduct, a 
dignity at work policy, role modelling appropriate behaviours, championing the 
trust’s vision and values in all policies and work practices and by providing 
professional development opportunities and access to support and guidance.    

1.5. The trust is committed to promoting equality and diversity in its policies, 
procedures and guidelines along with delivery of high quality teaching and 
services that meet the diverse needs of students and workforce, ensuring that 
no individual or group are disadvantaged. 

2. Purpose and Scope 

2.1. Some matters do not fall within the scope of this policy and are dealt with under 
separate arrangements.  These include: 

• Allegations of serious health and safety issues, unethical conduct, conduct 
that is an offence, fraud, corruption or financial malpractice (the Whistle 
Blowing policy should be used) 

• Payroll matters, including those affecting Income Tax, National Insurance, 
Pension, etc. 

2.2. Unless there are exceptional circumstances grievances must be raised within 
three months of the incident or action giving rise to it.  Any grievance raised 
outside of that time limit may not be considered. 

2.3. A grievance can only be raised by an employee or ex-employee (subject to the 
time limit above).   

2.4. If an ex-employee wishes to raise a grievance they must do so in writing, 
providing all of the necessary details as set out in the sample form Appendix A.  
Criticisms of individuals, schools or our trust through other means e.g. an exit 
discussion, meeting or interview will not be considered as a grievance for the 
purposes of this policy.  There is no automatic right to a meeting in respect of 
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a grievance raised by an ex-employee and any response to that grievance may 
be in writing only.   

2.5. This policy applies to all trust employees.  

2.6. Grievances raised by employees against local governors or trustees will be 
dealt with under the Complaints Policy in accordance with Section 29 of the 
Education act 2002. 

3. Review and Associated Policies  

3.1. This policy is reviewed annually by the Trust Board. 

3.2. The following are associated policies and guidance: 

• ACAS Code of Practice – Disciplinary and Grievance Procedures  

• Capability Policy and Procedure  

• Staff Code of Conduct  

• Dignity at Work Policy 

 

4. Principles 

4.1. Employees will be advised of the nature of the complaint against them and will 
be given the opportunity to state their case at a grievance hearing before any 
decision is made.   

4.2. Employees will be provided, where appropriate, with written copies of evidence 
and relevant witness statements in advance of a grievance hearing.   

4.3. At all stages of the procedure the employee will have the right to be 
accompanied by a trade union representative, or work colleague.   

4.4. Sanctions will not be issued against an employee until the matter has been fully 
investigated.   

4.5. An employee will have the right to appeal against any sanction.   
 

5. Authority to deal with Grievances 

5.1. Authority to deal with grievance matters is delegated in accordance with our 
Scheme of Delegation.   

5.2. As a general rule, a senior leader should, in most cases, investigate allegations 
against a member of staff.  

5.3. Leaders must seek advice from our HR Team for informal action and our 
External HR Advisor at all formal stages of this policy.  

6. Informal Stage: 

6.1. We actively encourage open dialogue between employees and their line 
managers/leaders.  Every effort should be made to resolve any concerns raised 
through an informal process in the first instance. 

6.2. Where line managers were the decision maker; if an employee is dissatisfied 
with the outcome of a process, they should first raise the decision with their line 
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manager, ideally within 5 working days.  This discussion gives an opportunity 
for an employee to challenge an outcome, to gain an understanding of why the 
recommendation/decision was made and to resolve the issue quickly and 
informally.  

  

6.3. Where senior managers or leaders were the decision maker; if an employee is 
dissatisfied with the outcome of a process, they should first raise the decision 
with the senior manager or leader, ideally within 5 working days.  This 
discussion gives an opportunity for an employee to challenge an outcome, to 
gain an understanding of why the recommendation/decision was made and to 
resolve the issue quickly and informally.  

6.4. If the employee remains dissatisfied following 6.2/6.3 above, they should raise 
the matter with the Headteacher, or the CFO for workstreams.  Before the 
meeting, colleagues at this level of management may need to gather facts in 
order to conduct informed discussions. 

6.5. If the matter remains unresolved, the employee may escalate their concern to 
the formal stage. 

7. Formal Stage 

7.1. In order to commence the formal stage, an employee should have fully 
engaged within the informal stage, document their concern and be mindful of 
the timeline noted in point 2 of this policy.  A form is included as Appendix A to 
assist in capturing the relevant information, however, it is not mandatory for the 
employee to use it, a letter or email will be deemed acceptable so long as it 
contains the relevant details.   

7.2. The form, letter or email should be sent to the Headteacher or CFO, with a copy 
to the manager who dealt with the informal stage. 

7.3. The Headteacher or CFO will arrange a meeting to seek to resolve the matter 
with the employee (now referred to as the complainant).  A minimum of 5 
working days’ notice must be given and the complainant will have the right to 
be accompanied by a recognised trade union representative, trade union officer 
or work colleague of their choice - subject to management agreement of that 
person being an appropriate supporter.   

7.4. The Headteacher or CFO hearing the grievance may be accompanied by a 
Human Resources Adviser.  A draft of the letter asking the complainant to 
attend the meeting can be obtained from our HR Team.  The manager involved 
in the informal stage will also attend, with their notes of the informal meeting. 

7.5. As this is a formal meeting, there is a specific agenda for managers which can 
be obtained from our HR Team.   

7.6. The Headteacher or CFO hearing the grievance and the complainant will seek 
to resolve the matter at this meeting.  Possible outcomes may be: 

 

7.6.1. Grievance Upheld or Rejected 

The Headteacher/CFO will notify the employee and the manager of the 
outcome within 5 working days of the meeting.  The Headteacher/CFO 
will keep notes of the meeting and outcome, a template outcome letter 
can be obtained from our HR Team.   
If the complainant is dissatisfied with the outcome they can appeal.  
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7.6.2. Initiate an investigation 

After hearing the full nature of the grievance the Headteacher/CFO may 
decide that it needs to be investigated.  They will inform the complainant 
of this within 5 working days of the initial formal meeting, a draft letter 
can be obtained from our HR Team, and arrange for a person of 
appropriate seniority and not connected with the matter to carry out the 
investigation.   

The Headteacher/CFO will provide an investigation brief detailing the 
allegations, a template can be can be obtained from our HR Team who 
can provide guidance to support the managers or investigator. 

The investigator will interview all relevant parties involved and obtain 
any documentation, audio or visual evidence before writing the report.  
They will be mindful to ensure the report reflects the facts gathered and 
will not surmise or make personal assumptions, however, will form an 
opinion based upon the facts regarding if the/each allegation is proven, 
partially proven or not proven.  The report and all supporting evidence 
will be provided to the commissioning manager.  The investigator will 
not normally need to be present at the subsequent meeting.  

The Headteacher/CFO will convene a meeting with the complainant and 
manager who heard the matter at the informal stage, using a template 
letter which can be obtained from our HR Team.  The written report will 
be made available to the employee and manager prior to the meeting 
and at the same time.  The Headteacher/CFO hearing the matter will 
then seek to resolve the concern at this meeting, notifying both parties 
of the outcome at the same time using a template letter which can be 
obtained from our HR Team.   

Following the meeting, the Headteacher/CFO hearing the matter may 
resolve to consider mediation (see below). 

7.6.3. Mediation 
Mediation may follow an investigation or could be a resolution in its own 
right. 

Mediation can only take place if all parties agree to participate.  The 
trust’s independent HR provider will make arrangements for the 
mediation to take place and this outcome is notified to all colleagues 
involved in the mediation – template letters can be obtained from our 
HR Team.   

The outcome of any mediation is confidential between the parties 
concerned and the Headteacher/CFO hearing the matter will only be 
notified of whether agreement has been reached or not, once again 
templates can be obtained from our HR Team.  Mediation seeks 
agreement by involved parties to act in a manner that is acceptable and 
so there is no appeal against this outcome so long as the mediator 
confirms that agreement has been reached. 

If there is no agreement between the involved parties at mediation, the 
mediator will confirm this to the Headteacher/CFO who will take this into 
account when coming to a decision. 

If the complainant is dissatisfied with the decision they can appeal.  
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7.6.4. Grievance Withdrawn 
If an employee withdraws their grievance at any point, this must be in 
writing and include the reason for withdrawal.  

 

8. Absence during the Grievance Process 

8.1. If an employee reports sickness absence during the course of the grievance 
process the trust’s Absence Management policy and procedure will be invoked and 
salary payments will be adjusted according to their individual entitlement to 
occupational sick pay, along with statutory sick pay, as appropriate.   

8.2. Employees who are absent for a short period will be given the opportunity to 
attend a re-arranged meeting or hearing if their absence clashes with a grievance 
meeting.  Failure to attend a second meeting or hearing may result in the grievance 
process continuing in their absence in reasonable circumstances.  This will not 
occur without the employee having the opportunity to make alternative 
representation either in writing or through their trade union representative or work 
colleague and taking advice from our external HR Adviser. 

9. Right of Appeal 

9.1. If the complainant is dissatisfied they may appeal to the CEO.  This must be in 
writing and within 10 working days of receipt of the outcome of the meeting or 
confirmation from the mediator that mediation has not secured agreement. 

9.2. If the decision is made to progress to appeal, the matter passes from our 
internal HR Team to the Senior Governance Professional who is responsible 
for convening panels.   

9.3. An appeal must be heard by a panel of three, usually comprising the CEO and 
two other suitably senior individuals not previously involved in the matter (this 
may include colleagues within the trust or from external organisations, local 
governors or trustees).  The panel will be supported by an HR Adviser. 

9.4. The complainant will be given 5 working days’ notice of the appeal hearing and 
will have the same rights of representation as at the formal stage.   

9.5. Where the complainant’s representative is unable to attend on the date 
arranged, then an alternative date will be arranged to take place within 5 
working days of the original hearing date, or as soon as reasonably practical 
and without unreasonable delay (i.e. one further period of 5 working days may 
be considered).   

9.6. Hearings can take place during school holiday periods for those employees 
who are contracted to work outside of term time. 

9.7. As this is a formal meeting, there is a specific agenda for managers which can 
be obtained from our HR Team.   

9.8. In attendance at the appeal hearing will be the panel hearing the appeal, the 
complainant and their representative, the Headteacher/CFO who heard the 
grievance at the formal stage, a HR Adviser and a note taker.  All of the 
documentation of the previous meeting including reports, evidence and letters 
will be provided to the panel prior to the meeting.  

9.9. The decision of the appeal panel is final and the outcome will be notified to the 
complainant and Headteacher/CFO within 5 working days of the meeting. 



Grievance Policy. 16 December 2025                                                                             7 

10. Grievances against Executive Leadership Team members 

10.1. If the grievance is against a Headteacher or the CFO, the complainant 
will raise this directly with the CEO, who will seek to resolve the matter with the 
complainant and Headteacher/CFO informally.  If informal resolution is not 
possible then the grievance will go directly to an appeal panel for final 
resolution.  In this instance, due to prior knowledge of the matter, the CEO will 
not be a member of the appeal panel, they will present the management case. 

10.2. If the grievance is against the CEO, the complainant will raise the matter 
with the Chair of Trust Board by sending their concern in writing to the Senior 
Governance Professional.  Three governance individuals not previously 
involved will seek to resolve the matter.  The appeal panel in this instance would 
be three Trustees not previously involved in the matter. 

11. Record Keeping 

11.1. Mangers will retain their own notes of the outcome and discussions of 
any informal discussions.  These will be kept securely and not on the 
complainant’s personnel file. 

11.2. Reports, evidence, letters and meeting notes of any formal grievance or 
appeal will be retained by the Senior Governance Professional in a folder upon 
our secure network drive.   

11.3. Letters regarding any outcomes and/or sanctions will be stored on the 
relevant employee’s personnel file, and retained in line with the trust’s 
Retention and Destruction Schedule. 
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Appendix A:  Grievance Form 

 

 

Name :     Job Title: 

Workplace:               Manager’s Name: 

 

What is your grievance? 
 
 

What action has been taken so far, who has considered it and what was the 
result? 
 
 

What is the outcome that you require to resolve your grievance? 
 

 
Signed       Date 
 
Please retain a copy and forward this onto your line manager. 
  

 


