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1. It is important that if you feel dissatisfied with any matter relating to your 

work you should have an immediate means by which such a grievance can be 

aired and resolved.   
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Location and 

disseminations 

A copy of the policy can be found in staff handbook, in 

the school foyer and on the school website.  

The context of the policy 

and its relationship to 

other policies  

This policy should be considered in conjunction with 

other written policies on behaviour, health and safety, 

medicines, healthy schools, school visits and child 

protection. 

Forms, feedback and 

reporting 

Some policies have specific reporting forms (these would 

be indicated within the policy). However, don’t panic if 

you cannot locate the correct reporting or feedback form 

you will find, next to every policy on the web site that 

there is an online report form and rating form for any 

feedback that you may wish to give.  



2. Nothing in this procedure is intended to prevent you from informally raising 

any matter you may wish to mention.  Informal discussion can frequently 

solve problems without the need for a written record and should always be 

considered before reverting to a formal procedure, but if you wish your 

grievance to be formally recorded and investigated, please make this clear at 

the outset. If informal discussion fails to remedy your issue then please follow 

the procedure below to raise a formal grievance. 

3. If you feel aggrieved at any matter relating to your work (except personal 

harassment, for which there is a separate policy), you should:- 

a) first raise the matter with your line manager either verbally or in 

writing; and  

b) explain fully the nature and extent of your grievance in writing. 

 

4. If you feel you cannot raise the matter with your line manager then you may 

raise a grievance with any senior member of staff. 

 

5. We will invite you to a grievance meeting, which will normally be set for a 

date no more than two weeks after we have received your written grievance.  

You should make reasonable efforts to attend.  If you wish, a fellow employee 

or a trade union official can be present with you to help you to explain the 

situation more clearly. 

 

6. Before the grievance meeting we will investigate your concerns. At the 

meeting, we will discuss your concerns with you, and discuss the findings of 

our investigation. If your grievances are upheld, we will discuss the steps that 

will be taken to resolve the issues and then take such steps as are appropriate. 

 

7. If you wish to appeal about any decision made at the grievance meeting you 

should do so in writing, stating your full grounds of appeal, within one week 

of the date on which the decision was sent or given to you. You will be sent a 



letter notifying you of the outcome of your grievance meeting and this letter 

will confirm to whom any appeal should be addressed. 

 

8. We will hold an appeal meeting, normally within two weeks of receiving the 

appeal.  Where practicable, this will be held by someone senior to the person 

who conducted the grievance meeting.  Our final decision will be confirmed 

to you in writing within five working days of the appeal hearing.  This is the 

final stage of the grievance procedure.  

 


