Grievance Policy & Procedure
Black Firs School
Why is this important?
Even in the best run schools it is inevitable that from time to time staff will have grievances. Consequently, it is
important that schools adopt fair, effective and legal grievance procedures. There is also a legal requirement to
adopt a procedure.
Cheshire East Standard
All employers are under a statutory obligation to adopt and adhere to a grievance procedure for all staff which
accords with the statutory requirements. That procedure MUST be fair and legal. All new and existing staff
MUST be made aware of the existence of the procedure and have access to it during school hours.
Status of this Section
The model procedure in this Section is compatible with the requirements of employment legislation and gives
governing bodies and Headteachers a framework for dealing with staff grievances. The document can be
applied in any educational establishment, including Aided establishments. It has been agreed with the
appropriate Trade Unions/Associations.
GRIEVANCES WITH or AGAINST THE COUNCIL
Where a member of staff of a maintained Cheshire East school with local management has a grievance with an
employee or member of the local authority outside that school, it will be dealt with under the current Council
grievance procedure. In these cases, the school should seek advice from its personnel service provider.
1. INTRODUCTION
The school/Council actively seeks to promote a harmonious working environment and positive working
relationships but acknowledges that there may be instances where employees may have problems or concerns
about their work, working environment or working relationships that they may wish to raise and have
addressed. This grievance procedure supports the right of employees to raise legitimate grievances and
provides a mechanism for these to be dealt with fairly and speedily before they develop into major problems or
potential collective disputes.
2. SCOPE
This procedure may be applied to all staff (teachers and support staff) employed in Cheshire East Schools.
3. DEFINITION
A grievance is ‘a complaint by an employee about action which their employer has taken or is contemplating
taking in relation to them.’ Such grievances may for example relate to terms and conditions of employment,
health and safety, relationships at work, new working practices and organisational change. There are instances
where the application of the Grievance Procedure is not appropriate; these exclusions from access to the
procedures are outlined in paragraph 7.
4. OBJECTIVE
To enable an employee to raise a grievance relating to their employment and receive a timely and appropriate
response from management, with a view to reaching a satisfactory outcome.
5. PRINCIPLES
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The procedure aims to provide a means for dealing with any grievance which an employee may have in the
course of, and connected with, their employment, and can be used by a group of employees who share a
grievance if they wish to pursue it collectively. The following principles underpin the policy:






To ensure that such grievances are dealt with efficiently and within agreed timescales.
To be clear and unambiguous, detailing where the responsibility for the application of the procedure lies
and clearly defining roles and responsibilities.
To confirm that the proceedings will be confidential, and any witness statements and records will be
kept confidential to those proceedings.
To incorporate the rights of the employee to be accompanied at meetings; have access to relevant
information; have an opportunity to explain their position; and a right of appeal.
To ensure that the grievance procedure is appropriately used by clearly outlining exclusions to access to
the procedure.

NOTE: If the Headteacher (or the Chair of Governors, where the aggrieved is the Headteacher) finds that an
employee has knowingly misused the procedure; the employee concerned may be subject to disciplinary action.
6. PROCEDURAL TIMESCALES
Employees should raise grievances on a timely basis in order to ensure that the matter can be fully investigated
and resolved satisfactorily. Any grievances which are not raised within 2 months of the event occurring, or
final event where there is a sequence of events, will be considered out of time.
For the operation of each stage of the procedure, time limits are specified. These are intended to ensure their
speedy resolution and to avoid delays. However, there may be exceptional circumstances where both the
Headteacher and employee representatives agree that speed is not essential, (this may be necessary in cases
where further investigation is required), in which case there may be mutual agreement to extend timescales.
If a grievance is not dealt with within a specified time limit, the employee will have the right to proceed to the
next stage of the procedure. Where an employee or their representative fails to comply with a time limit, the
procedure will cease and the grievance will be considered settled or withdrawn, unless it is agreed that the
failure was not the fault of the employee or their representative. This will not apply if the Headteacher and the
employee agree that the time limits should be extended.
The timing and location of meetings should be reasonable and the employee must take all reasonable steps to
attend. If the person accompanying the employee cannot attend on a proposed date, the employee can suggest a
suitable alternative date/location. This must not be more than five working days after the date originally
proposed by the Headteacher. The Headteacher is not obliged to agree an alternative date if this timescale
cannot be met. Timescales must take into account school closure periods, for example if a grievance is lodged
at the end of a term, it may not be possible for it to be dealt with until the start of the new term.
7. EXCLUSIONS FROM ACCESS TO GRIEVANCE PROCEDURE
 Where a teacher (including the Headteacher) has a grievance in relation to his/her pay (see 8 below).
 Employees who fail to comply with the relevant time limits within the procedure, unless management
concurs in advance to a particular time limit being extended.
 Attempts to restart the procedure in respect of a grievance which has been heard under the procedure
within the previous 6 month period.
 Where employees have been notified of the date of an interview or disciplinary hearing concerning an
alleged act of misconduct by them and whose declared grievance is connected with that matter.
 Where an employee has been notified of the date of an interview or formal hearing concerning alleged
unsatisfactory performance by them and whose grievance concerns, or is connected with, that matter or
the arrangements for that interview or hearing.
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Where an employee seeks to express grievances about matters over which the employer has no control
e.g. health & safety legislation.
Where an employee has grievances which are the subject of, or appropriate to, any collective disputes
procedures agreed between the employer and a trade union recognised by them.

8. LINKS WITH OTHER PROCEDURES
•
If an employee is being taken through Disciplinary or Capability procedures, this procedure cannot
be used to register concerns about action under those procedures. Any concerns must be made
formally, in writing, and will then be appropriately dealt with as part of those procedures. Where
appropriate, consideration may be given to the suspension of proceedings whilst such concerns are
addressed.
•
If an employee has a grievance about an unrelated matter, this may be pursued simultaneously but
arrangements under Disciplinary/Capability procedure will take precedence over those relating to a
grievance.
•
The grievance procedure does not apply where an employee makes a protected disclosure under the
Confidential Reporting Procedure, unless the employee actually intends the making of the disclosure
to constitute the raising of a grievance. An employee can choose whether to raise a concern as a
grievance OR as a protected disclosure.
•
If a teacher (including the Headteacher) wishes to appeal against any decision of the Governing
Body in relation to his/her pay or any other decision taken by it under the School Teachers’ Pay and
Conditions Document that affects his/her pay, s/he should invoke the school’s Appeals Procedure,
which is in the school’s Pay Policy. The Appeals Procedure performs the function of the school’s
grievance procedure on teachers’ pay matters and therefore decisions should not be reopened under
the school’s grievance procedure. Decisions made under the Appeals Procedure do not affect
teachers’ statutory employment rights.
9. POST EMPLOYMENT GRIEVANCES
The procedure will apply in all cases where the employee is still employed by the School. It may also be
necessary to deal with a grievance from an ex-employee. Dealing with post-employment grievances in this way
will enable outstanding differences to be resolved, reduce the possibility of legal action, and could assist the
School/Council in identifying helpful changes to working practices. Where it is not reasonably practical to
apply the full Procedure or both the employee and the Headteacher agree in writing that the Modified
Grievance Procedure will apply instead (as outlined in Appendix A).
10. RECORDS
Records should be kept detailing the nature of the grievance raised, the employer’s response, any action taken
and the reasons for it. These records should be kept confidential and retained in accordance with the Data
Protection Act 1998 which requires the release of certain data to individuals on their request. Copies of records
should be given to the individual concerned although in certain circumstances some information may be
withheld (e.g. to protect a witness).
11. GRIEVANCES AGAINST GOVERNORS
Where a member of staff has a grievance with the Governors which does not involve any other member of staff,
a direct approach shall be made to a subcommittee or panel of the Governing Body appointed especially for the
purpose, e.g. Staffing Sub Committee.
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Black Firs School STAFF GRIEVANCE PROCEDURE
INFORMAL STAGE
Most routine complaints or grievances are best resolved informally through discussion between the employee
and their immediate line manager (or the Chair of Governors, in the case of the Headteacher). Dealing with
grievances in this way can often lead to speedy resolution of problems. It is in everyone’s best interests to
resolve grievances quickly and fairly at the lowest levels of the organisation.
An employee with a grievance (as defined in the Policy) shall first raise it with their immediate line manager
(or the Chair of Governors, where the aggrieved is the Headteacher) who will be expected whenever reasonable
and practicable, to provide a reply either orally, or in writing if the employee requests it, within 5 working days
of the grievance being raised.
If, however, the employee’s immediate line manager (or the Chair of Governors, where the aggrieved is the
Headteacher) is the subject of the grievance and for this reason the employee does not want them to hear the
grievance, the employee shall have the right to have the grievance heard by the Headteacher (or proceed to the
Second Stage of the Formal Procedure, where the aggrieved is the Headteacher). The employee should submit
the grievance in writing to the Headteacher with a request for this to be done. The Headteacher hearing the
grievance shall provide the employee’s line manager with an opportunity to express their views about the
matter without obligation to do so in the presence of the aggrieved employee. Management should not lose
sight of its duty to maintain mutual confidence and trust with the aggrieved employee’s line manager or
supervisor.
Where a grievance is against the Headteacher then the employee should submit the grievance in writing to the
Chair of Governors. The employee shall have the right to have the grievance heard by the Chair of Governors.
The Chair of Governors shall provide the Headteacher with an opportunity to express their views about the
matter without obligation to do so in the presence of the aggrieved employee.
FORMAL PROCEDURE
Where a grievance cannot be resolved informally it should be dealt with under the formal grievance procedure.
A copy of the grievance procedure and related guidance notes will be made available to the employee at this
stage. The employee should also consider making contact with their trade union at this point. In addition it may
be necessary to consider personnel involvement.
FIRST STAGE
Step 1: The employee must outline the nature of the alleged grievance, the evidence to support it, and the
outcome which they are seeking in a written statement to the Headteacher (or the Chair of Governors, where the
aggrieved is the Headteacher).
Step 2: The Headteacher (or the Chair of Governors, where the aggrieved is the Headteacher) should then
acknowledge receipt, arrange a meeting to hear the grievance as soon as practicable and inform the employee of
their right to be accompanied. The hearing should not take place unless the Headteacher (or the Chair of
Governors, where the aggrieved is the Headteacher) has had reasonable opportunity to consider the details of
the grievance. At the hearing the employee will be allowed to explain their complaint and outline how they
think it should be settled.
Step 3: The Headteacher (or the Chair of Governors, where the aggrieved is the Headteacher) must provide a
written response to the grievance within 28 working days of receipt of the grievance. Any extension to this
timescale must be mutually agreed with the employee and only be in exceptional circumstances.
SECOND STAGE
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Step 1: If the employee is still aggrieved, they should inform the Headteacher (or their nominated representative
or the Chair of Governors, where the aggrieved is the Headteacher) of the reasons why in writing within 10
working days of receipt of the response to Stage 1, outlining that they want to progress to the appeal stage of
the procedure.
Step 2: Upon receipt, the Headteacher (or their nominated representative or the Chair of Governors, where the
aggrieved is the Headteacher) should inform their designated HR Officer.
Step 3: The HR Officer/School Liaison Manager may be able to conciliate in order to attempt to find a
resolution to the grievance.
If conciliation is not appropriate or does not result in an acceptable outcome, the employee will then proceed to
the appeal stage of the procedure.
THIRD STAGE
Step 1: The appeal will be to the Staffing Sub-Committee or other designated subcommittee of the Governing
Body. The appeal should be arranged as soon as practicable by the clerk to the Governors and the arrangements
notified to the employee within 20 working days of moving to the appeal stage. The Appeal will take the form
of a hearing and the format will be as per Annex A.
Step 2: The decision of the Sub-Committee will be confirmed in writing to the employee and will be final.
ANNEX A - CONDUCT OF A GRIEVANCE HEARING
A Grievance will be heard by a designated committee of the governing body e.g. Staffing Sub Committee. In
this procedure, the employee’s Manager will normally be the Headteacher or another member of the Senior
Management Team, but where the aggrieved employee is the Headteacher, the Chair of Governors will perform
this role. In the latter case, the Chair of Governors must not be a member of the Committee.
For the sake of dealing with the case expeditiously, the hearing will normally take place within 28 working
days of the appeal being lodged. The employee will be given in writing a minimum of 7 working days notice of
the time and place of the hearing, and will be allowed to be represented either by their trade union
representative or some other person of their choice. The procedure for the hearing will be circulated in advance.
The procedure at the Committee will be as follows:
1. The Committee, with the person acting as Clerk in attendance, will elect a Chairman.
2. Introductions of both to the Members and Clerk of the Committee.
3. The employee (or their representative) will state their grievance and may call witnesses in support. Witnesses
will only attend for the duration of their evidence.
4. Members of the Committee and the Manager and his/her advisor may then ask questions of the
employee/their representative/witnesses.
5. The Manager and his/her advisor responds to the grievance and may call witnesses. Witnesses will only
attend for the duration of their evidence.
6. Members of the Committee, the employee/their representative may then ask questions of the Manager and
his/her advisor and witnesses.
7. The Manager and his/her advisor then sums up.
8. The employee (or their representative) then sums up
9. Both parties withdraw. The Committee (with Clerk present) consider their decision. If it is necessary to recall
either party to clear points of uncertainty both parties will return not withstanding that only one is concerned
with the point giving rise to doubt.
10. Both parties will be recalled to hear the decision of the Committee which will be confirmed in writing. The
decision will be final.
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APPENDIX A - MODIFIED PROCEDURE
This procedure is to be followed in limited circumstances where the application of the full Grievance Procedure
is not reasonably practical or where both the employee and the Headteacher agree in writing that the Modified
Procedure will be applied.
Step 1: The employee must outline the nature of the alleged grievance, the evidence to support it, and the
outcome which they are seeking in a written statement to the Headteacher (or the Chair of Governors, where the
aggrieved is the Headteacher).
Step 2: The Headteacher (or the Chair of Governors, where the aggrieved is the Headteacher) must respond in
writing within 28 working days of receipt of the grievance.
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