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1. Introduction

1.1 The purpose of the procedure is to allow the school to deal fairly and  consistently
with a concern or complaint relating to an aspect of an employee’s employment. The
school want to ensure that when an employee raises a concern or a complaint, it will be
dealt with promptly and an effective resolution achieved.

Once adopted, this procedure will apply to concerns or complaints relating to the way in
which an employee believes they have been treated by the school/ academy or by
Managers acting on its behalf. Some examples would include concerns about:

" working relationships with other colleagues or Managers;
. bullying, harassment, victimisation and discrimination;

. new work practices, i.e. working patterns, new systems;
. working environment or working conditions;

. the impact of organisational change;

. health and safety.

This procedure will not apply where the school already has well established alternative
procedures for dealing with such matters as:

o pay and grading (Pay Policy);

° selection for compulsory redundancy (Redundancy Procedure);

. ill health retirement (Sickness Absence Management Policy);

. requests for flexible working (Flexible Working Policy);

. whistle blowing (Confidential Reporting code).

° disciplinary matters. Complaints that amount to an allegation of misconduct on

the part of another employee will be investigated and dealt with under the
disciplinary procedure. Complaints about any disciplinary action taken against
an employee will be dealt with as an appeal under the disciplinary procedure;

. issues that are the subject of collective negotiation or consultation with
recognised trade unions

Please contact the schools HR Advisor if further advice is needed.
2. Principles

2.1 The primary objective of the Grievance Resolution Procedure is to seek to resolve
workplace concerns as quickly as possible in a non-adversarial way and as close to the
source of the problem as possible.

2.2 Individuals must be reassured that they will not be victimised for raising a concern or
acting as a witness or representative for another employee. If there is an allegation of
victimisation against an employee by the complainant or witness, the matter will be
dealt with through the disciplinary procedure.

2.3 The school expects that all concerns are raised in good faith. Any employee raising a
concern which is considered to be vexatious or malicious will be dealt with through the
disciplinary procedure.

2.4 Itis important that it is recognised that there is often more than one party in a workplace
dispute:

STAFF DISCIPLINE, CONDUCT & GRIEVANCE

PROCEDURE 4



. The person who experiences the problem (the complainant); and
. The person or persons identified as being the cause of the problem (the subject
of the complaint).

In seeking a resolution, it is important that no party is pre-judged.

2.5 The school expects, as far as possible, all parties to be involved in the process of
seeking a resolution and expects all parties to co-operate with the process of achieving
a resolution.

2.6 All parties should be provided with support/contact from a Manager who is not involved
in the process.

Formal Grievance Hearings will be heard by the Headteacher, or if the Headteacher is
the source of the complaint, by a Governor or a panel of 2 or 3 Governors, normally with
the school’s professional HR Advisor also in attendance.

Employees, or their representatives, are not permitted to record electronically any
meeting held under this grievance procedure including investigation meetings. This is to
encourage openness and full participation by all parties during meetings. Any breach of
this provision may lead to disciplinary action against the employee, up to and including
dismissal.

2.7 An employee is not able to raise concerns on behalf of other colleagues.
Managers are strongly advised to seek support from their professional HR Advisor in
relation to conducting investigations and grievance hearings.

3. Disciplinary Action

3.1 During the procedure of trying to achieve a resolution, if at any time Managers identify
that a breach of the Dignity at Work Code of Practice has occurred, or other breaches in
procedures or misconduct by staff, they should consider applying the Disciplinary
Procedure and undertaking a formal investigation under that Procedure.

3.2 Where it is decided to invoke the Disciplinary Procedure, management reserves the
right to determine the level of confidentiality to be maintained regarding the outcome of
the hearing. While it would be considered appropriate for the complainant to know
there has been a disciplinary hearing/disciplinary action, in most cases, it would not be
considered appropriate to report to the complainant the details of the disciplinary
action taken.

4. Counter Claims

4.1 Managers/Governors should be aware of the potential for counter claims to be made by
those against whom the original complaint has been made.

4.2 A process to seek a resolution to the original complaint should not be discontinued
merely because a counter claim is raised subsequently. If possible, the two complaints
should be considered together when seeking a resolution.

5. Confidentiality
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5.1 As a general principle, confidentiality will be agreed and maintained wherever possible
throughout the process of dealing with a complaint.

5.2 However, there may be circumstances where it will be necessary, in order to achieve
the required resolution, for other employees/clients to be made aware of the nature of
the complaint.

In exceptional circumstances, evidence given by individuals during an investigation into
a complainant’s concerns may have to remain confidential. Where confidentiality is
necessary, this will be explained to the complainant and an appropriate summary of the
evidence gathered will be given to them.

5.3 Although a complaint may have been made in confidence, the school will not knowingly
aid unlawful behaviour or cases where there is violence or an existing threat of violence
and may have no alternative but to breach that confidence in order to comply with its
duties under the law.

5.4 The school/academy processes personal data collected during informal complaints
and the formal grievance procedure in accordance with its data protection policy. In
particular, data collected as part of informal complaints and the grievance procedure is
held securely and accessed by, and disclosed to, individuals only for the purposes of
responding to the complaints or conducting the grievance procedure. Inappropriate
access or disclosure of employee data constitutes a data breach and should be
reported in accordance with the school/academy’s data protection policy immediately.
It may also constitute a disciplinary offence, which will be dealt with under the school’s
disciplinary procedure.

6. Internal Advice and Support

6.1 Trade unions and professional associations can play an important role in assisting all
parties to a complaint. The school welcomes the clearly stated support for this policy
and procedure from the recognised trade unions and professional associations.

6.2 All parties will be able to contact Care First, the confidential counselling service, (where
purchased).

6.3 Complainants may wish to seek advice on how best to resolve a particular complaint
from Care First, a trades union or an employee support network.

7. Informal Resolution

7.1 Employees can raise any issues about their work with their Line Manager on an informal
basis, either orally or in writing. Open communication can often be the quickest and
best way of resolving grievances, depending on the issues involved. As a formal process
has the potential to polarise positions and ultimately make achieving a satisfactory
resolution longer and more difficult, an expectation of this procedure is that before
employees invoke the formal stage of this procedure, they first attempt to resolve their
complaint informally by discussing their complaint with their Line Manager, or another
suitable person. However, if any employee feels that their grievance has not been
resolved to their satisfaction, through the informal options below, they can then
proceed to the formal procedure as detailed below.
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Informal options for resolving complaints informally are set out below.

7.2 Informal processes must not be used in the event of a serious allegation of racial or
sexual bullying or harassment, or of an abusive or violent attack, as potentially a
criminal act has taken place.

7.3 The Health and Safety Executive “Violence at Work Guidelines” recognise that “violence
includes any incident in which a person is abused, threatened or assaulted in
circumstances that relate to their work”.

7.4 If the Line Manager is the perceived source of the problem the individual should initially
raise it formally with either the Line Manager’s Manager or in the case of the

Headteacher the Chair of Governors.

7.5 Unless the allegation is of a very serious nature, the decision as to how the case should
be taken forward will rest with the complainant.

7.6 The following set of Informal Options are not obligatory, and the complainant may
decide, if they so wish, to proceed immediately to the first formal stage.

7.7 Informal Option 1: One to One

The complainant may choose to talk directly to the person who is seen to be causing the
problem.

This may be appropriate when:

° there are times when the working relationship is acceptable;
° the problems are recent;
° both parties are assertive (i.e. not passive or aggressive).

This may not be appropriate when:
. there have been threats or threatening behaviour.
Before the meeting, the complainant should prepare by setting out in writing:

. the behaviour/working practice/dispute that is the source of the grievance;
. specific times, dates.

The complainant may find completing the Employee Concern Form (Appendix 1) a
helpful guide when setting out the problem in writing.

At the meeting, the complainant should be prepared to:

. clearly describe the behaviour/working practice/dispute that they are aggrieved
about;

o explain why it is unacceptable;

. describe the behaviour/working practice/dispute that would be
appropriate/acceptable;

o seek a resolution.
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Benefits of this approach are:

. issues can be resolved quickly.
. relationships can be improved.

7.8 Informal Option 2: Facilitation
The complainant may prefer to talk directly to the person who is seen to be causing the
problem, but with a Line Manager or HR Advisor in attendance to facilitate the

discussion.

This may be appropriate when:

o there are times when the working relationship is acceptable;
. the problems are recent;
o both parties are assertive (i.e. not passive or aggressive).

This may not be appropriate when:

o the Line Manager is seen as causing the problem;
o there have been threats or threatening behaviour.

The complainant should first set out in writing, using the Employee Concern Form

(Appendix 1):
. the behaviour/working practice/dispute that is the source of the grievance;
o specific times and dates and send this to their Line Manager or an HR Advisor

with a request for them to facilitate a one to one discussion with the person who
is seen as causing the problem.

The benefits of this approach are that:

. it allows preparation time;

. it enables the complainant to state what they want;

. it provides the complainant with a third party who can help to ensure an open
and fair dialogue;

o itacts as arecord.

Please note: HR advisors can only facilitate these discussions with the express
permission of the Chair of Governors or Headteacher.

7.9 Informal Option 3: Mediation

Mediation is an option that can be available to the employee, in appropriate
circumstances, as an alternative way of resolving a grievance. Mediation is when an
impartial, professionally trained, third party helps to facilitate discussion and seeks to
support resolution between parties in order that working relationships can be
maintained. If the complainant wishes to seek mediation, they should identify this as a
desired resolution when completing the Employee Concern Form (Appendix 1) and send
this to their Line Manager, or a more Senior Manager if the Line Manager is seen as
causing the problem, who may then explore options around mediation. The HR

STAFF DISCIPLINE, CONDUCT & GRIEVANCE

PROCEDURE ¢



Advisory Service has qualified mediators and can provide mediation as an
additional chargeable service.

This approach is appropriate when:

. there is a need for support in dealing with a workplace dispute;
. there is agreement on the existence of a problem;
. both parties are willing to work for a win-win solution.

It would not be appropriate when:

. one or more people are unwilling to take part in the process;
. there has been serious bullying or victimisation;
. the parties are not able or prepared to negotiate.

The mediator will:

o identify what has happened by speaking confidentially to all parties separately;
o assess the best way to bring the parties together;

o hold a joint meeting;

. explore the issues;

o build the agreement for future working relationships.

The mediator will not:

. be able to solve the dispute;
. stick in the past;
. look to apportion responsibility/blame.

The benefits of this approach are that:
. itincreases the likelihood of a resolution;
. it can improve working relationships.

See Section 3d, Mediation Guidance, for more detail.

7.10 If agreementis reached that the grievance can be resolved informally then a letter
should be sent confirming that the grievance will be dealt with informally (Appendix 2)
and on completion of the informal stage, a letter should be sent confirming this stage
has been completed (see Appendix 3).

8. Formal Stage

8.1 If an employee feels that their grievance has not been resolved to their satisfaction
through the informal options above, they can raise the matter formally with their Line
Manager by completing the Grievance Form — Formal Stage (Appendix 4). If the Line
Manager is the perceived source of the problem, the individual should submit the form
to either the Line Manager’s Manager or in the case of the Headteacher, the Chair of
Governors.

8.2 On receipt of a Grievance Form — Formal Stage (Appendix 4), the Manager/
Headteacher/ Chair of Governors must meet with the complainant as soon as possible,
and usually within 5 working days. The purpose of this meeting is for the complainant to
explain the nature of their complaint and what action they feel should be taken to
resolve the matter. If another employee is the subject of the complaint, they will need
to be advised of the specific concerns raised against them in writing and invited to a
meeting to discuss this and the proposed resolutions (See Appendix 7 for template
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letter). The recipient of the grievance should establish with the complainant that they
are happy for the details of their grievance to be shared, in full, with the subject of the
complaint prior to providing this. At these meetings, the option to resolve the matter
informally (see Informal Resolutions above) can be discussed with all parties and,
depending on the nature of the complaint, without the need to proceed to a formal
grievance hearing. This is particularly important when the grievance appears to be
concerned with a potentially minor issue which may not require pursuance through the
formal grievance procedure.

If the matter is not successfully resolved informally, or if the grievance is in relation to a
more serious matter, the grievance will proceed to a full grievance hearing to be held by
the Headteacher or a Governor.

8.3 Before proceeding to a full grievance hearing, the Manager/Headteacher/ Chair of
Governors dealing with the grievance may decide that an investigation needs to be
undertaken and they should identify an appropriate person not involved in the case to
investigate the concerns which the employee has raised, including the events
surrounding or leading up to the submission of the grievance. This investigation may
include interviewing witnesses. Full guidance on conducting investigations is provided
by the HR Advisory Service. Please refer to section 13, Conducting Workplace
Investigations

8.4 If a decision is taken to proceed to a full grievance hearing, the Manager/
Headteacher/Chair of Governors of the grievance will invite the employee in writing to a
grievance hearing (see Appendix 8 for template invite letter and Appendix 9 for further
guidance on how the hearing is conducted). The hearing will be held as soon as is
reasonably practicable and, subject to the need to carry out any prior investigations,
normally within 10 working days of receipt of the formal grievance. Any evidence
gathered in the course of an investigation into the concerns will be provided to all
parties in advance of the hearing and will be used as a basis for the discussion at the
hearing. The hearing will be conducted by the Headteacher or a Governor/panel of
Governors and may be attended by a HR Advisor. If an investigation has been
undertaken into the concerns raised, the Investigating Officer should attend the hearing
to respond to any questions relating to the process or the report that any of the parties
might have.

The purpose of the grievance hearing is to provide the complainant with the opportunity
to respond to the findings and any recommendations within the investigation report and
raise any key points they wish to be considered prior to a final decision being made
regarding whether the grievance is upheld or not.

If the subject of the grievance is another person or persons, the Headteacher/
Governor/s hearing the grievance should also invite them to a separate meeting to
provide them with the same opportunity to respond to the findings and any
recommendations within the investigation report. This should take place before the
Headteacher/Governor/s decides upon the outcome to the grievance and any action to
be agreed.

Employees have the right to be accompanied to a grievance hearing by a trade union
official or a work colleague. All parties must take all reasonable steps to attend the
hearing at the specified time. If the complainant or their representative is not able to
attend the hearing at the specific time, the hearing should be rearranged for a date
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normally not more than 5 working days after the date originally proposed. If the
complainant fails to attend the hearing without explanation, or if it appears that they
have not made sufficient attempts to attend, the hearing may take place in their
absence.

8.5 All parties may, by mutual agreement, modify the time limits referred to above.
8.6 Adjournments may be sought by any party at any time during hearings.

8.7 The Headteacher/Governor/Chair of Governor Panel must inform the complainant, and
any person who is the subject of the complaint, in writing of the outcome and any action
they propose to take as a result of the complaint, normally within 5 working days of the
hearing. The complainant and the subject of the complaint may discuss this outcome
informally with their Manager.

9. Right of Appeal

9.1 The complainant has the right of appeal against the outcome of the first formal stage.
To raise an appeal, they are asked to complete the Grievance Form — Appeal (see
Appendix 12) within 10 working days of receipt of the written notification of the outcome
of their formal grievance.

The complainant must clearly state the grounds of their appeal in the Grievance Form,
i.e. the basis on which they believe that the outcome of the grievance was wrong or that
the action taken as a result was inappropriate.

An appeal hearing should be arranged to take place normally within 5-15 working days
of receipt of the appeal wherever possible.

9.2 A panel of at least 2 Governors (no less Governors may hear the appeal than made the
original decision around resolution) will hear the appeal. The purpose of the appeal will
be to consider the grounds of appeal that the complainant has put forward and to
assess whether or not the conclusion reached in the original grievance hearing was
appropriate.

The Appeal hearing will be conducted in accordance with the Appeal Procedure, see
Section 2a, Governor Appeal Guidance and Procedure.

The Appeal Panel must inform the complainant, and any person who is the subject of
the complaint, in writing of the outcome of the appeal and any action they propose to
take as a result of this, normally within 5 working days of the meeting (see Appendix 14
for template letter). The complainant and the subject of the complaint may discuss the
outcome informally with their Manager.

9.3 The matter will end at this stage unless it is agreed between the academy/ Local
Authority (where the LA is the employer) and the trade unions concerned that an
important matter of principle has arisen which should be considered in accordance
with the appropriate negotiating machinery.

10. Monitoring the Resolution
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10.1 Managers must ensure that the dispute has been resolved and that no retaliation
occurs against any of the parties.

10.2 Managers should undertake a meeting with all parties after 3 to 6 months to review the
progress of the resolution.

11. Collective Grievances

11.1  If a collective grievance arises, involving one or more employees within the same
school/academy, relating to the same issue, this may be dealt with through this policy
and the group of employees may nominate a spokesperson to represent their case. The
complainants raising the collective grievance will be entitled to only one grievance
hearing and (if applicable) one appeal hearing. The collective complainants will be
notified individually of the outcome of their collective grievance. If the complainants do
not entirely voluntarily agree to this arrangement or if their grievances are not identical,
arrangements should be put in place to hear their grievances individually.

12. Recording

12.1  The Health and Safety Executive “Violence at Work Guidelines” recognise that “violence
includes any incident in which a person is abused, threatened or assaulted in
circumstances that relate to their work”.

12.2  Anyviolentincidentinvolving an employee and a service user, or a member of the public
should be dealt with in accordance with guidelines for completing the relevant EEC
Form.

12.3 Allschools/academies have specific guidelines around Health and Safety and further
advice can also be sought from the school/academy’s Health and Safety Advisor.

13. Complaints Having Left Employment
13.1  Wherever possible, an employee should raise a concern before leaving employment.

13.2 Thereis no legal requirement to deal with grievances raised by ex-employees. However,
Headteachers may want to consider dealing with such grievances in order to identify
possible employment tribunal complaints and, where possible and appropriate, prevent
those grievances from becoming tribunal complaints.

13.3 If an employee wishes to raise a complaint having left employment, the employee
should write to the Headteacher/Chair of Governors setting out their complaint within 3
months of leaving.

13.4 Where a complaint is received from an employee who has left employment, and it is
decided to deal with this, this should be confirmed in writing to the ex-employee (see
Appendix 15 for template letter). The concerns raised should be investigated prior to
the Headteacher/Chair of Governor/another appropriate Governor sending a written
response to the complainant. There is no requirement for the ex-employee to be invited
to an investigation meeting or for a formal grievance hearing to be held. There will be no
right of appeal in these situations.

14. The Disputes Procedure
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14.1  Where arecognised professional association/trade union is in dispute with the
Governing Body, on behalf of its members, regarding a decision taken by the Governing
Body, which cannot be resolved in discussions between the Chair of Governors, the
Headteacher and the association/union representatives, the matter should be referred
to the Governors Personnel Committee and then, if appealed, onto the full Governing
Body. From the outset the Headteacher, or Chair of Governors, should seek advice
from the HR Advisory Service. Professional associations/trade unions should set out, in
writing, the dispute that their members have with the Governing Body. They should also
state what resolution they are seeking on behalf of their members.

14.2  Where a dispute has arisen out of an attempt to change practices, other thanin
accordance with normal notice provisions, no change in the arrangements shall take
place before the matter has been resolved to the satisfaction of both parties or until the
procedures have been exhausted.

14.3 If the disputes procedure fails to resolve the issue, it may, by mutual agreement, be
referred to the Advisory, Conciliation and Arbitration Service with a view to conciliation.
If the dispute has not been resolved by conciliation, the matter may, by mutual
agreement between employer and professional association/trade unions, be referred to
arbitration. The decision shall be final and binding on both parties.
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APPENDIX 1
Employee Concern Form

. Please read the Grievance Resolution Procedure prior to completing this form.

. We encourage you to sort things out by talking it through with the people concerned
informally.

o If you have a concern relating to your employment at our school, please use this form to

write down your concern. A written record helps those involved to understand your
concerns and the outcome that you are seeking.

Personal and Confidential

RAISING A CONCERN WITH YOUR MANAGER OR SUPERVISOR

Name: Support/ Teaching:

Year / Faculty:
In your own words, please explain the specific issue that is concerning you. Use another
sheet of paper if you need to.

Please state briefly who you have already spoken to about this issue in order to seek to
resolve the concerns and what came out of those discussions.

Please explain the actions you wish to be taken to resolve your concerns.
and the outcome you are seeking.

Signed: Dated:

Once you have completed this form, please pass it to your Line Manager.
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APPENDIX 2

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear
CONFIRMATION GRIEVANCE WILL BE DEALT WITH INFORMALLY

| confirm that on [date] [x] | received your [form/letter/email] dated [date] raising a grievance
about [state issues].

Having reviewed the grounds of your grievance and following the discussion on [date] with [your
line manager/] [and HR Advisor], | have concluded that your grievance would be best dealt with

[through informal conversations with your [manager/colleagues] / by taking immediate steps to
[state how issues will be resolved informally].

The Grievance Resolution Procedure focuses on trying to resolve workplace issues informally
where possible and while you are justified in raising the matter, | would suggest that at this
stage informal resolution of your grievance would be the appropriate avenue to pursue.

If you remain unhappy with the situation once the informal approach has been concluded, you
can still raise a formal grievance in accordance with the school’s/ academy’s grievance policy.
If you take this option, we will investigate the matter and arrange a formal grievance meeting
with you after the investigation has been carried out.

Should you wish to discuss this matter in more detail, please let me know and | will be happy to
discuss it with you.

Yours sincerely

Manager/ Headteacher/ Chair of Governors
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APPENDIX 3
OUTCOME OF INFORMAL GRIEVANCE (LETTER TO EMPLOYEE WHO HAS RAISED THE
GRIEVANCE)

Further to your grievance dated [insert date] and our meeting/discussion on [insert date] at
which we agreed your concerns would be best dealt with informally.

I am writing to confirm the steps taken to resolve your concerns informally were:
e [insert what steps were taken]

| trust you are satisfied with the outcome and that you feel your concerns have been fully
addressed under the informal stage of the Grievance Resolution Procedure.

Should you, however, feel that your grievance has not been resolved to your satisfaction, as
previously advised in my letter dated [insert date], you can raise the matter formally in
accordance with the school’s/ academy’s grievance resolution procedure.

Thank you for your cooperation with this matter.

Yours sincerely

Manager/ Headteacher/ Chair of Governors
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APPENDIX 4

Grievance Form - Formal Stage
PERSONAL AND CONFIDENTIAL

. Please read the Grievance Resolution Procedure prior to completing this form.

o If you have a grievance relating to your employment at our school, we want to deal with
it quickly and fairly and we encourage you to sort things out by talking it through with the
people concerned before taking formal action (see informal procedure where
applicable).

. Please use this form to write down your grievance. Having a written record helps those
concerned to understand your grievance and what you would like to happen as a result
of raising this concern.

. If you have difficulty or are uncomfortable in completing this form, you can ask to see
your Line Manager, who will be able to help you complete the form. You may also want
to seek help from a colleague or your trade union representative.

° Your Line Manager/appropriate Manager/Governor will ask to meet you to decide on the
best way to handle your grievance.
° The response to your grievance will be written on this form, discussed and returned to
you.
° If you wish to provide any relevant documents/statements alongside your form, you may
do so.
e SRR Manager/Governor
| (0] 0 NP (please print) coo.eeeveeeeeeeniennnnnnn. (Job Title)
My Manager iS: ceeiiuieiieiieeiieeeeeeereee e eenies Date: .coovvvieiiiieiiiieeiee,

My grievance is that: In your own words, please explain the specific issue(s) thatis/are
concerning you. Please use another sheet of paper if you need to. Please include details
such as dates and times, who is involved and what their relationship is to you, e.g. Manager.

Please state who you have already spoken to about this issue in order to try to resolve the
concerns and the outcome of these discussions.

Please explain the actions you wish to be taken to resolve your concerns and what
outcome(s) you are seeking:
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At any meeting you may be accompanied. If you wish to be so, please tick the appropriate
box:

A school employee of my choice [J OR my Trade Union representative [

(NAME: e et )

OUTCOME OF FORMAL GRIEVANCE HEARING
(To be completed by the Manager hearing the grievance)

The outcome of the meeting held on ......... [oeeeaan. [oeerenen (date) was that
0 | have upheld the grievance
0 | have not upheld the grievance

O Some other conclusion
Because:

The following actions have been agreed in order to resolve the concerns were:

(Please return this form to the Employee with a copy placed on file)
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APPENDIX 5

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear
CONFIRMATION OF FORMAL GRIEVANCE

| confirm that on [date] | received your [form/letter/email] dated [date] raising a formal
grievance about [state issues].

In accordance with the school's/academy’s Grievance Resolution Procedure, | will arrange for
your grievance to be investigated.

[Insert name of investigating officer] has been appointed to investigate your grievance and
should you have any queries then please contact them by [telephone/email].

As part of this investigation [name of investigating officer] may be required to interview potential
withesses and review documents. Please be assured that this matter will be kept confidential
as far as possible, and every witness will be instructed not to discuss this matter. However, as
part of the investigation process, it will be necessary to inform witnhesses that a grievance has
been raised.

Finally, please be advised no decision will be taken regarding your grievance until the
investigation has been completed and you have had an opportunity to discuss your complaints
formally at a grievance meeting.

Yours sincerely

Manager/ Headteacher/ Chair of Governors

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 6

Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear
INVITE TO FORMAL GRIEVANCE INVESTIGATION MEETING

Further to the letter dated [date] confirming receipt of your formal grievance dated [date] or
Further to the letter informing you that a formal grievance has been raised in relation to you by
another employee [amend as appropriate], | now invite you to attend an investigation meeting
to discuss the issues you have raised, or | now invite you to attend an investigation meeting to
allow you the opportunity to respond to the grievance. | can also confirm you have been
provided with a copy of the grievance. [amend as appropriate].

The investigation meeting has been arranged for [date] and will begin at [time] and be held at
[location].

Present at the investigation meeting will be [insert name of investigation officer] and [list other
attendees].

You are entitled to be accompanied at the investigation meeting by a work colleague or trade
union representative if you wish. Please can you inform me by x date [insert date] if you are
being accompanied and if so by whom, so that | can make the necessary arrangements to allow
them to attend.

The purpose of the investigation meeting is to allow you to explain your grievance and discuss
with us how it can be resolved. If you wish to rely on any written material or documents, please
bring them to the meeting. However, it would be helpful if you could send copies of these to me
in advance or The purpose of the investigation meeting is to allow you to respond to the
grievance [amend as appropriate].

If you are unable to attend the investigation meeting, then under the terms of the procedure you
must inform us of this fact as soon as possible. If your chosen companion is not available, you
may specify another date for the meeting up to five working days later.

Should you have any queries about this process or questions about what the grievance
meeting/hearing will involve, please let me know and | will be happy to discuss the
arrangements in detail with you.

Yours sincerely

Clerk to Governors/ Investigating Officer

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 7

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear

LETTER INFORMING AN EMPLOYEE THAT A FELLOW EMPLOYEE HAS RAISED A FORMAL
GRIEVANCE AGAINST THEM

I am writing to you following our meeting on [date] at which | informed you that a formal
grievance has been raised in relation to you by another employee.

(I enclose a copy of the letter / grievance form from the employee who has submitted the
grievance outlining the details of their grievance.) [Before this is released it is advised the
school check with the employee who raised the grievance, that they agree to it being
released]

| have appointed insert [name] to undertake a full investigation. The investigator will hold an
investigation meeting with the employee who has raised the grievance. The investigator will
also arrange to meet with you to provide you with the opportunity to respond.

I would like to reassure you that the grievance will be fully and impartially investigated before
any decision is made as to what, if any, action needs to be taken.

| recognise this may be an anxious time for you, however, | hope you understand the school has
a duty to take all complaints that are raised seriously and to fully investigate them.

Meanwhile, if you do have any questions, or you would like to speak to me about this matter,
then | can be contacted on [number].

In the meantime, | enclose a copy of the school’s grievance resolution procedure for your
information.

Yours sincerely

Headteacher / Chair of Governors

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 8

Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear
INVITE TO FORMAL GRIEVANCE HEARING

| have now received the completed investigation report and in accordance with the Grievance
Resolution Procedure invite you to attend a hearing. The hearing has been arranged for [date]
and will begin at [time] and held at [location].

Present at the hearing will be [insert name of Investigation Officer] and [list other attendees].

The purpose of the hearing is to provide you with the opportunity to respond to the findings of
the report prepared by [name] (a copy of which is enclosed with this letter along with all other
supporting documents).

You are entitled to be accompanied at the hearing by a work colleague or trade union
representative, if you wish. Please canyou let me know if you are being accompanied and who
this is by [insert date] to ensure | am able to make the necessary arrangements to allow them to
attend.

If you are unable to attend the hearing, then under the terms of the procedure you must inform
us of this fact as soon as possible. If your chosen companion is not available, you may specify
another date for the meeting up to five working days later.

Should you have any queries about this process or questions about what the grievance
meeting/hearing will involve, please let me know and | will be happy to discuss the

arrangements in detail with you.

Yours sincerely

Headteacher/ Chair of Governors

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 9
CONDUCTING A FORMAL GRIEVANCE HEARING
INTRODUCTION

The chair — will state that the Grievance Hearing is being conducted under the Grievance
Resolution Procedure as a formal grievance.

They will explain the purpose of the hearing is to provide the employee with the opportunity to
respond to the findings of the investigation report and confirm a written record of the hearing is
being made. The chair will remind all parties present they are not permitted to record the
hearing electronically and any breach of this provision may lead to disciplinary action against
the employee.

They will then ask the parties present at the hearing to introduce themselves and confirm their
respective roles in the hearing.

Hearing

The chair will invite the employee to respond to the investigation report. The employee may do
this personally, or the employee's representative (if they have elected to be represented) may
do this on their behalf.

The chair, during the hearing, will be able to refer to the investigation report and any written
evidence that has been gathered during the investigation, including the consideration of any
withess statements (where appropriate). The chair may ask the investigating officer and the
employee (and any witnesses) questions for points of clarification but should be careful not to
be seen to be re-investigating through questioning as the investigation should have gathered all
of the key evidence on which the findings and recommendations have been reached. The chair
has the right to ask the employee to personally answer any questions, although the employee
may on request, confer with their representative at any time during the grievance hearing.

Concluding the Hearing

Once all the evidence has been heard, the chair will then inform the employee a decision will be
made on whether to uphold or dismiss the grievance and they will be advised of this in writing,
within 5 working days. The chair will inform the employee they have the right to appeal against
the outcome of the grievance hearing, if they are not satisfied with it.

The chair will thank the parties for attending and close the hearing.

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 10

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear

OUTCOME OF FORMAL GRIEVANCE HEARING (LETTER TO EMPLOYEE WHO HAS RAISED
THE GRIEVANCE)

| am writing to you to confirm the outcome, of the grievance hearing, which was held on [insert
date]. The purpose of the hearing was to provide you with the opportunity to respond to the
findings outlined in the investigation report, which had been undertaken in response to your
formal grievance.

Present at the hearing was myself, [insert name of chair] and others present e.g., HR Advisor to
the panel. Also, in attendance was [insert name of Investigating Officer] and [insert name of
note taker]. You were accompanied by [insert name of companion].

We started the hearing by providing you with the opportunity to comment on the report, you
were also provided with the opportunity to ask the investigation officer questions.

I/the Panel considered all the information presented including your Employee Concern Form
and the investigation report. After full consideration of all information available to me/the
panel, I/the panel have concluded that | we agree/don’t agree with the findings and your
grievance is upheld/not upheld.

My reason for this conclusion is as follows: [Insert reasoning for decision.]

Right of Appeal

You have the right of appeal against the outcome of the first formal stage of your grievance. To
raise an appeal, please complete the Grievance Form — Appeal (which can be found in Appendix
11 of the Grievance Resolution Procedure within 10 working days of receipt of this letter.

In your appeal you must clearly state the grounds for your appeal in the Grievance Form, i.e. the
basis on which you believe the outcome of the grievance was wrong or that the action taken as
aresult was inappropriate. The appeal will be managed in accordance with the
school’s/academy’s Appeals Procedure.

The Appeals Committee of the Governing Body has the following powers:

(a) To uphold the appeal

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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(b) To dismiss the appeal.

Yours sincerely

Chair of Grievance Hearing Panel

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 11

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear

OUTCOME OF FORMAL GRIEVANCE RESOLUTION HEARING (LETTER TO EMPLOYEE WHO
HAS HAD THE GRIEVANCE RAISED ABOUT THEM)

| am writing to inform you of the outcome of the grievance resolution hearing. Asyou are aware
a grievance was raised by [insert name] which was about you.

The grievance they raised was in relation to [provide details of the concerns raised in the
grievance]. An investigation was carried out and you attended an investigation meeting on
[insert date].

Following the completion of the investigation, a report was written, and you were provided with
a copy of the report. You were then invited to a meeting to provide you with the opportunity to
respond to the report.

Following the meeting with you and the grievance hearing held with the employee who raised
the grievance, the panel concluded they [explain findings in relation to any allegations that are
relevant to the employee against whom the grievance has been raised.]

As aresult of these findings | / the panel concluded I/ we did /didn’t uphold the grievance made
by the employee in relation to you.

Yours sincerely

Chair of Grievance Resolution Hearing Panel

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 12

Grievance Resolution Form - APPEAL
PERSONAL AND CONFIDENTIAL

o Please use this form to write down the grounds for your appeal. Having a written record
helps those concerned to understand your appeal and what you would like to happen as
a result of raising this appeal.

o If you have difficulty or are uncomfortable in completing this form, you can ask to see
your Line Manager, who will be able to help you complete the form. You may also want
to seek help from a colleague or your trade union representative.

o Your Line Manager/appropriate Manager/Governor will ask to meet you to decide on the
best way to handle your appeal.

. If you wish to provide any relevant documents/statements alongside your form, you may
do so.

T 0 et e Manager/Clerk to Governors

From: oo (please print) coeeeveeneeeeeereennnnen. (Job Title)

My ManageriS: ...coeeeeeeeiiiiiiiei et Date: oo,

In your own words, please set out the grounds for your appeal against the outcome of your
formal grievance. Please explain the basis on which you believe that the outcome of the
grievance was wrong or that the action taken as a result was inappropriate.

OUTCOME OF FORMAL GRIEVANCE RESOLUTION APPEAL HEARING
(To be completed by the Manager hearing the appeal)

The outcome of the meeting held on ...... [oiid ... (date) was that:

O | have upheld the appeal
O | have not upheld the appeal
0 Some other conclusion

The reasons for reaching this conclusion are as follows:

The agreed actions to be taken were:

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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There are no more stages to the grievance process. This decision is final.

SIBNEA: ..t (Manager/Governor)
[\ =] 0 1S U EPUPRPP PP (please print)
Date: .o

(Please return this form to the Employee with a copy retained on file)

STAFF DISCIPLINE, CONDUCT & GRIEVANCE 29
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APPENDIX 13

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]
[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town] [Recipient's postcode]

Dear
INVITE TO APPEAL HEARING

| am writing to acknowledge receipt of your Formal Grievance Appeal form dated [insert date].
The reason for you appealing is because your grievance wasn’t upheld.

Therefore, in accordance with the next stage of the grievance resolution procedure, | invite you
to attend an Appeal Hearing to discuss the reasons for your appeal. The appeal hearing has
been arranged for [date] and will begin at [time] and will be held at [location].

Present at the appeal hearing will be [list attendees]. [These should include a panel of 3
Governors who are impartial, a note taker, a HR Advisor to advise the panel of Governors (who is
impartial), the chair of the grievance hearing and the HR Advisor if one was used for the
grievance.]

You are entitled to be accompanied at the hearing by a work colleague or trade union
representative, if you wish. Please canyou let me know if you are being accompanied and who
this is by [insert date] to ensure | am able to make the necessary arrangements to allow them to
attend.

The purpose of the appeal hearing is to allow you to explain the grounds on which you believe
the findings of the original grievance hearing were wrong and should be changed.

If you are unable to attend the appeal hearing, then under the terms of the procedure, you must
inform us of this as soon as possible.

If your chosen companion is not available, you may specify another date for the appeal hearing
up to five working days later. Should you have any queries about this process or questions
about what the grievance appeal hearing will involve, please let me know and | will be happy to
discuss the arrangements with you in detail.

Yours sincerely

Clerk to Governors

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
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APPENDIX 14

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]

[Recipient's address]

[Recipient's town] [Recipient's postcode]
Dear

OUTCOME OF APPEAL HEARING

| am writing to you to confirm the outcome of the Appeal Hearing, which was held on [insert
date].

You appealed because you were dissatisfied with the outcome of your grievance and the
decision to not uphold your grievance.

Present at the appeal hearing was myself, [insert name of chair] and others present e.g., names
of other panel members and HR Advisor to the panel. Also, in attendance was [insert name of]
chair of grievance hearing panel and HR Advisor [if their service was used] and [insert name of
note taker].

You were accompanied by [insert name of companion].

The purpose of the appeal hearing was for the panel to consider the reasons for your appeal
which you had provided in a Grievance Appeal Form and provide the opportunity for the appeal
panel to ask questions of you and the chair of the appeal hearing panel. You were also provided
with the opportunity to ask questions.

After listening carefully to everything that was said, we, (the Panel) considered the reasons for
your appeal and have concluded we agree/don’t agree with the reasons for you appeal and the
original decision is upheld/not upheld.

My reason for this conclusion is as follows: [Insert reasoning for decision.]

You have no further right to appeal and there are no further stages to the grievance resolution
procedure. The decision of the appeal hearing panelis final.

Yours sincerely

Chair of Grievance Appeal Hearing Panel

STAFF DISCIPLINE, CONDUCT & GRIEVANCE
PROCEDURE



APPENDIX 15

[Sender's name]
[Sender's address]
[Sender's town]
[Sender's postcode]

[Date]

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear
CONFIRMATION OF POST EMPLOYMENT GRIEVANCE AFTER LEAVING EMPLOYMENT

| confirm that | have received your [letter/email] [insert date] setting out your concerns
regarding [insert details of concerns raised].

Please be advised that as you have raised your concerns after your employment at the school
has ended, it will be treated as a post-employment grievance in accordance with the
school’s/academy’s Grievance Resolution Procedure.

Please be assured the school/academy does take any concerns raised seriously. The next
steps are for me to arrange for the concerns you have raised to be investigated. | may need to
contact you again, should the school/academy require your assistance with the investigation. If
they do, then they may ask you to do this by answering questions about what happened or
preparing a written statement setting out your version of events/what you saw or heard and any
relevant information that you consider may be of assistance.

As this is an investigation [name of investigator] may need to interview potential witnesses and
review documents. However, please be reassured this matter will be remain confidential and

all witnesses will be instructed they should not discuss it.

Finally, the school/academy wishes to point out that no decision will be taken regarding your
grievance until the investigation has been completed.

You will be informed of the outcome of your post-employment grievance in writing.

Yours sincerely

Headteacher/ Chair of Governors
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