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1. Introduction 

1.1 The ACAS Code of Practice Grievance Procedure and the Dispute Resolution Regulations 2015, establish 
a statutory minimum procedure for the settling of individual and collective disputes.  This procedure 
builds and expands upon this statutory guidance promoting good leadership practice and assisting in the 
fair and swift resolution of grievances. 

1.2 The Directors of the Whitefield Academy Trust acknowledges the importance of having an effective 
grievance procedure which will ensure a speedy resolution of workplace disputes.   It is recognised that 
failure to address or resolve grievances can lead to general unrest and possible deterioration of work 
standards.  

1.3 The Directors of the Whitefield Academy Trust is committed to being a fair and reasonable employer 
and it takes this commitment seriously.  It aims to provide individual employees or groups of employees 
of the academy with a common and defined procedure for dealing with concerns raised by employees 
about their employment. It will aim to deal with these issues quickly and fairly, and at the lowest level 
where possible.   

1.4 A grievance can be defined as ‘a complaint by an employee about action which his or her employer 
has taken, or is contemplating taking in relation to him or her’.  This will also cover the actions of a third 
party e.g. a colleague where the school would be vicariously liable for those actions.   

 

2. Scope of the Procedure 

2.1 This procedure is intended to cover all employees at the academy and will apply   where an employee 
is aggrieved about an action which the academy (or fellow employee) has taken or is contemplating 
taking (or omission), in relation to him/her or when the academy (or fellow employee) has failed to do 
something which the employee believes they should have done.  This procedure will apply whether or not 
the employment relationship has ended. 

2.2 Employees are covered by the procedure whether they are full-time or part-time, permanent or 
temporary, irrespective of their length of service and period of any probationary service. 

2.3 The procedure may be used by either individual employees or groups of employees. 

2.4 The procedure is intended to apply to all complaints connected with an employee’s employment, e.g. 
the nature or range of duties, conditions of service, working relationships, bias or unfair discrimination in 
employment decisions subject to 2.7 below. 

2.5 Complaints of sexual harassment and racial harassment will be dealt with in this procedure. 

2.6 The procedure should not be used for raising issues which are outside the responsibility or control of 
the Directors of the Whitefield Academy Trust in its role as an employer. 

2.7 There are circumstances whereby this grievance procedure does not apply: 
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- If the employee or employer has reasonable grounds to believe that by following the schools 
Grievance Procedure he/she might be exposed to a significant threat, such as violent, abusive or 
intimidating behaviour, or that they will be harassed.    

- If the grievance is raised as part of disciplinary/dismissal action, before the appeal hearing, the 
grievance procedure does not apply and/or is not required as these cases will instead be covered by the 
academy’s Disciplinary and/or Capability Procedures.  

- If employment has ended and the grievance procedure has not been instigated by that point; and 
since the end of employment, it has not been reasonably practicable for the employee to send a 
statement outlining their grievance to initiate the procedure. 

- Appeals against selection for redundancy – these should be dealt with through the academy’s 
Redundancy Procedure. 

- Appeals against salary/pay/grading.  These should be dealt with through the academy’s Pay Policy. 

- Grievances concerning Health, Safety or Welfare – these should be dealt with by the site services in the 
first instance.  Where there is a failure to resolve the matter, however, then such grievances can be 
considered under this procedure. 

- Income tax matters 

- Pension Scheme matters. 

- Directors of the Whitefield Academy Trust. 

- The procedure is intended for individual concerns and should not be used where an employee has 
concerns about the conduct of their manager or another employee which they feel may warrant formal 
investigation, but which are not matters that affect them personally.  Such matters should be raised 
under the academy’s Whistle Blowing policy (see Complaints Procedure). 

- Where it is not reasonably practical for the school to comply (e.g. due to illness, incapability, long-term 
absence abroad, cessation of business) 

- The case involves national security. 

2.8 The interpretation of any matter relating to grievances will be for the determination of the Directors 
of the Whitefield Academy Trust. 

 

3. Representation 

3.1 An employee is entitled to be accompanied by a trade union/professional association representative 
or work colleague, at all formal meetings and appeals.  The employee must make his/her own 
arrangements for this. 

3.2 Such representatives should make themselves available to accompany the employee concerned 
within a reasonable period of time. If, however, the employee’s rep/colleague is not available, for a 
reason that was not reasonably foreseeable, at the time proposed for any meeting or hearing, one 
alternative date will be set, normally no later than five working days from the original date. 
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4. Guiding Principles 

4.1 One of the purposes of this procedure is to ensure that school leaders and other line managers treat 
grievances seriously and expeditiously. 

4.2 The Academy’s Grievance Procedure must be followed and no further stage commenced until all 
possibilities of agreement within the timescale at a given stage have been exhausted.  Whilst adequate 
time should be allowed at every stage for the gathering of information, or the obtaining of advice, both 
sides are in agreement that the spirit of the procedure requires that prompt replies are given on 
grievances when they are first raised.  It follows that, in the event of no management response from 
within the specified time limit, the employee may proceed to the next stage of the procedure.  

4.3 There may be exceptional circumstances where the agreed time limits will need to be modified 
particularly where school closure periods intervene.  If this happens, mutual agreement should be 
reached and neither party should unreasonably refuse to agree.  When deciding whether to request or to 
agree to an extension of one of the prescribed time limits, the manager will need to balance the aim of 
providing a speedy response against the need to reach a fair decision. 

4.4 It is intended that employees should be able to raise grievances without any fear of victimisation or 
discrimination.  Managers and supervisors are expected to handle grievances in a commensurate way. 

4.5 Grievances must be registered as soon as possible after the decision, action or proposed action which 
causes the employee to be aggrieved.  Grievances which are registered more than 3 months after this 
decision, action or proposed action will not be considered. 

4.6 A copy of the grievance procedure is available on the Academy’s intranet. 

 

5. Timing/Location of Meetings/Hearing 

5.1 Where possible and appropriate, timings of meetings and appeal hearing will be agreed with the 
employee and will normally take place during the working day. 

5.2 Where possible the meetings and appeal hearing will be held at a mutually convenient location, which 
may sometimes be away from the academy where this is considered to be appropriate.  

5.3 if you are acting as a witness or representing an employee or involved in the grievance procedure you 
will be released from duty but must provide adequate notice.  

5.4 References below to days refer to working days.  
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6. Stages of the Procedure  

6.1. Informal Stage (Stage 1) 

6.1.1 In the first instance, every effort should be made informally to reach an agreement or 
understanding with the individual against whom the employee has a grievance, with a view to amicably 
settling the issue without recourse to the formal procedure.  Individuals should also be encouraged to 
discuss ordinary, day-to-day issues informally with their line manager in order to prevent a sense of 
grievance and resolve any concerns.  Where this has been unsuccessful, or circumstances make this route 
inappropriate for the individual, then matters should be raised formally. 

6.1.2 Although there are no prescribed timescales for the informal stage it is important that the matter 
should be addressed as early as possible. 

6.2. Formal Meeting (Stage 2) 

6.2.1 If the grievance cannot be settled informally to the employee’s satisfaction, he/she must alert 
his/her manager in writing, of their intention to raise the matter formally. The employee must state their 
alleged grievance, provide information as to the basis of their allegation and explain the redress they 
seek. 

6.2.2 Where a grievance is against the manager, depending on the level e.g. 
CEO/Director/Principal/Vice Principal or Headteacher, the employee should raise the grievance with an 
alternative manager or a nominated Director. The Principal/Headteacher should be informed at this stage 
and appoint an appropriate senior member of staff to take the grievance forward. 

6.2.3 On receiving written notification the manager must invite the employee to at least one meeting 
at a reasonable time and place at which the alleged grievance can be discussed.  The manager must 
ensure they inform the employee of their right to be accompanied at this meeting (see section 3). 

6.2.4 The meeting, between the relevant parties, should take place within 10 days of the written 
grievance notification being received.  The meeting will be attended by the individual raising the 
grievance, the person against whom the grievance has been raised, the employee’s chosen 
representative, should they so wish, and chaired by the manager/Nominated Director. 

6.2.5 The employee must make all reasonable steps to attend this meeting.  If the employee’s chosen 
representative is unable to attend on the proposed date, the employee can suggest another date as long 
as it is not more than 5 working days after the date originally proposed by the manager.  This 5 day limit 
may only be extended by mutual agreement.  

6.2.6 At this meeting the employee will be given the opportunity to explain his/her grievance and state 
how they think it could be settled.  The person against whom the grievance has been raised shall be 
allowed to comment.  If the Chair reaches a point in the meeting where they are unsure how to deal with 
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the grievance or feel that further investigation is necessary, the meeting will be adjourned and advice 
sought from the Head of school. 

6.2.7 The decision of the Chair of the meeting will be confirmed in writing to both parties within 5 
working days of conclusion of the investigation and a copy of the report outlining the reasons for their 
findings should be attached.  The employee will be informed of their right of appeal.   

 

6.2.8 If a Nominated Director is chairing the formal meeting (stage 2), he or she may wish to seek two 
further Nominated Directors to allow a Directors of the Whitefield Academy Trust Panel to be formed.   
Where this happens the Panel will hear the meeting. 

6.3. Appeal Hearing (Stage 3) 

6.3.1 If the employee wishes to appeal he/she must confirm this intention in writing to the Chair of 
Directors within five working days of the written notification to the employee of the outcome of the 
formal stage (stage 2), clearly stating the grounds upon which the appeal is made.  The employee may 
lodge an appeal in writing to the Chair of Directors who will convene an Appeals Panel and make 
arrangements for all parties to be invited to attend. 

6.3.2 The appellant will be given at least seven days' notice of the appeal hearing in writing.  An Appeal 
Panel will be set up to make a final decision relating to the grievance. The employee must take all 
reasonable steps to attend this meeting and again has the right to be accompanied. 

6.3.3 New evidence, provided it is relevant to the original grievance(s), can be introduced at the appeal 
stage by either party.  All parties’ papers must be submitted to the other party and the Appeals Panel at 
least 3 working days before the appeal hearing (see Appendix 4 for format of appeal hearing). 

6.3.4 The Chairman of the Appeals Panel will advise the employee in writing of the outcome of the 
appeal as soon as possible and in any event within 5 days of the hearing.  

6.3.5 There is no further appeal after the Appeal Panel has reached and notified a decision. 

 

7. Grievance of or Against a 
Headteacher/Principal/CEO 

7.1 If a Headteacher/ Principal/Chief Executive Officer has a grievance about an action which the 
Directors of the Whitefield Academy Trust has taken or is contemplating taking (or omission), in relation 
to him or her, the procedure should be followed as above, except that the formal stage will be heard by a 
nominated Director/Panel of Directors. 

7.2 If the grievance is against a Headteacher or Principal, the member of staff should raise the matter 
with the CEO. 

 

8. Grievances by Ex-Employees  
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8.1 An employee should make every effort to raise the grievance with his/her manager before they leave 
employment.  However, sometimes there is insufficient time to raise the grievance or complete the 
grievance procedure before the employee leaves, and in some cases the grievance may relate to an action 
which has occurred after employment has ended (e.g. related to an employment reference).  The 3 month 
time limit to raise a grievance after the action has occurred still applies in these circumstances (see para 
4.5).  It is normally expected that the 3 step grievance procedure (see section 6) will apply, however where 
it is deemed unreasonable to insist the parties’ follow the above procedure, including attending 
meetings, both parties can agree in writing that a reduced procedure will be used.   

 

8.2 Where this is the case, the employee must set down in writing their grievance and the basis for it and 
send this letter/statement outlining the grievance to the Chair of Directors.  

8.3 The Chair must set out his/her response in writing within 10 working days and send a copy of the 
statement to the aggrieved employee.   

 

9. Record Keeping 

9.1 It is important in the interests of both the school and the employee to keep written records 
throughout the grievance process.  Records should include: 

- The nature of the grievance  

- A copy of the written grievance 

- The employer’s response 

- Action taken 

- Reasons for actions taken 

- Whether there was an appeal and if so its outcome. 

9.2 Records must be treated as confidential and kept in accordance with the Data Protection Act 1998 and 
GDPR. 

9.3 Copies of meeting records should be given to the employee including any formal minutes that may 
have been taken.  In certain circumstances (i.e. to protect a witness) it may be appropriate for the 
manager to withhold some of that information whereby a third person is referred to. 
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This policy is available on the  
Schools’ shared drive. 


