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SAINT NICHOLAS SCHOOL  

STAFF GRIEVANCE POLICY 

Note: This policy applies to all sections of the school including EYFS 

Reviewed November 2015 

Review Date September 2018 

1. INTRODUCTION 
When an Employee has a grievance which involves other members of the staff, he or she should first of all 
endeavour to resolve the matter by direct approach to the member of staff involved or in discussion with their 
Line Manager or another appropriate member of staff.   

2. PURPOSE 
The aim of this procedure is to settle or redress individual and group grievances promptly, fairly and so far as 
may be possible within the School by methods acceptable to all parties. 

All stages of this procedure will be strictly confidential. 

2.1 Definitions 

In this procedure "complainant" refers to the member of staff with a grievance. The term "parties" refers to the 
complainant and the person against whom the complaint is brought.  

All reference to the Head, Deputy Head, and the Head of Section shall also be taken to mean a person deputed 
by them. 

2.2 Application 

The following procedure applies to grievances by members of teaching and non-teaching classroom staff; 
including LSAs, Administrative, Kitchen and Maintenance Staff concerning their employment where those 
grievances relate  

 to matters affecting themselves as individuals;  

 to matters affecting their personal dealings or relationships with other staff of the School; 

 to matters affecting their dealings with children or visitors to the School for which they consider their 
Head of Section or Head of Department has not taken appropriate action. 

3. STAGE I - INFORMAL PROCEDURE 
An individual member of staff with a grievance should bring it to the attention of their appropriate line-manager. 

If the individual feels it would be inappropriate to raise their grievance with their immediate line manager or the 
Head of Department, they may wish to seek advice initially from an appropriate colleague, such as their union 
representative or from a member of the SLT. Such cases might include grievances of a personal nature or 
grievances related to their Line Manager, Head of Section or Head of Department.  

At this stage the aim is to enable all parties involved to try to resolve the matter on an informal basis. No formal 
record will be kept on a personal file, although a note will be kept in their own records by the person with whom 
the grievance is being discussed. This informal procedure is as follows: 

 In the first instance the person with whom the grievance is being discussed will obtain precise 
information about the nature of the complaint. 

 If appropriate the person consulted may seek a confidential interview with the person against whom the 
grievance is being brought, having first obtained the permission of the complainant. 

 If appropriate, a meeting of both parties will be arranged. 

It is to be hoped that as a result of these interventions an acceptable solution can be found, for example, by way 
of an apology, and/or by an undertaking to cease the behaviour of which complaint was made, or by agreement 
to adjust working relationships. 

If a solution acceptable to the two parties cannot be found, the complainant will need to consider the formal 
procedure. However, formal representations should be made only when the matter cannot be satisfactorily 
resolved through the informal discussion. 
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4. STAGE II - FORMAL PROCEDURE 
If the matter cannot be resolved at departmental level the individual may request that the grievance be heard by 
a panel appointed by the Head. Application should be made in writing addressed to the Head. The Head will 
acknowledge in writing receipt of the representation within ten working days and provide the individual with a 
copy of the formal procedure. 

5. THE PANEL 
The panel will be comprised of three management representatives, or where appropriate governors, not 
previously involved in the case and not from the department concerned. The complainant will be notified of the 
proposed membership of the panel in advance of the hearing and may raise any objections with the Head within 
five working days after notification. The panel should receive written evidence from the parties at least seven 
working days before the hearing. The Head or another member of the SLT will act as Secretary to the panel. 
Where the grievance involves a member of the SLT, the Chair of Governors, or a person deputed by him/her, will 
act as Secretary to the panel. 

5.1 Accompaniment by a union representative or friend 

The complainant may, if they so wish, be accompanied by a union representative or friend who may assist them 
and/or speak on their behalf at any point in the procedure. In appropriate circumstances, the person against 
whom the grievance lies may also be accompanied by a union representative or friend.  

5.2 Panel’s decision 

The parties will receive the decision of the panel in writing explaining the reasons for the decision and indicating 
what action should be taken. The panel’s decision will be final. 

6. PANEL RULES AND PROCEDURES 

6.1 Notice 

 The complainant and the person against whom the grievance lies must be given a minimum of ten 
working days notice of the time, date and place of the hearing. 

 All information submitted to the Chair prior to the hearing must be in writing and shall be provided to all 
parties concerned with the hearing not less than seven working days before the date of the appeal 
hearing. 

 The Notice of the hearing shall include a copy of these rules. 

Lesser periods than those specified above may be mutually agreed. 

6.2  Hearing 

The Chair will:  

 accord equal procedural treatment to the individuals concerned and ensure that all parties receive 
copies of all relevant papers.  

 interview the complainant and/or the person against whom the grievance lies if clarification of the written 
representation is required and may seek further clarification of the written evidence from whomsoever 
they feel appropriate. 

The complainant shall be entitled to attend throughout the hearing and to be accompanied by a union 
representative or friend. The complainant may call witnesses. 

The individual against whom the staff member is bringing the grievance shall be entitled to attend throughout the 
hearing and in appropriate circumstances to be accompanied by a union representative or friend and may call 
witnesses. 

The Panel shall be empowered to call any person it considers appropriate before it to clarify evidence. 

The order of the hearing will be as follows: 

 The complainant (or representative) shall put the case in the presence of the other parties. 

 The person against whom the grievance lies (or representative) shall have the opportunity to ask 
questions of the complainant and any witnesses. 

 The Panel shall have the opportunity to ask questions of the complainant and any witnesses. 
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 The person against whom the grievance lies shall put the case in the presence of the complainant (and 
representative). 

 The complainant (or representative) shall have the opportunity to ask questions of the person against 
whom the grievance lies and any witnesses called. 

 The Panel shall have the opportunity to ask questions of the person against whom the grievance lies 
and any witnesses. 

 The person against whom the grievance lies (or representative) followed by the complainant (or 
representative) shall have the opportunity to sum up their cases. 

6.3 Decision 

The Panel, with the advice and assistance of the Secretary, shall deliberate in private. The Secretary shall record 
the decision. 

The decision of the Panel as to whether the grievance is upheld shall be final. 

Upon completion of its deliberations the Panel shall notify its decision of whether the grievance is upheld or not in 
a report to the Head within five working days of the panel meeting. The report will include the reasons for the 
decision and if the grievance is upheld the Panel shall make proposals for the redress of the grievance as it sees 
fit and any other action in relation to the issues identified by the Panel. The decision will then be notified in writing 
to the complainant and the person against whom the grievance lies. 

Any situation involving both the grievance procedure and the disciplinary procedure and any other procedures 
will normally be dealt with in chronological order. 


