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1. Rationale  
1.1 Every member of our staff has the right to be treated with respect, trust, and dignity to foster good 

working relationships for the benefit of each other and ultimately the children in our schools. 

Everybody has a responsibility to find ways of resolving differences of opinion, disagreements, and 

workplace conflict wherever possible, without harbouring grievances in its widest sense.   

 

1.2 Despite this guiding principle, it is recognised that this may not always be possible, and the concerns 

may need to be pursued and resolved under this policy. 

2. Scope  
2.1 This policy applies to all current staff employed at Haberdashers’ Academies Trust South staff (hereby 

referred to as the Trust).   

 

2.2 As a grievance process is a formal way for an employee to raise a problem or complaint to their 

employer, complaints by former / ex-employees are not normally within the scope of the grievance 

procedure.  However, as a responsible employer, where a current employee submits a grievance and 

leaves the Trust’s employment before the grievance is concluded or the school receives a grievance 

from an ex-employee, the school will seek advice from HR as to whether the grievance can now be 

addressed. 

 

2.3 Subject to Section 7 below, a grievance will not be considered under this procedure where it has been 

raised in direct response to the application of another procedure or where it should be dealt with 

under an alternative process, for example: 

a. cases where a support staff member wishes to appeal against the grading of their post, 

b. recruitment and selection complaints,  

c. restructure/redundancy consultation, 

d. following the outcome of an appeal process already contained within an HR policy; or 

e. in response to management having started proceedings against the employee under the 

disciplinary, capability, probation or sickness absence procedures.  

f. Complaints about malpractice or any other serious matters that are raised as a protected 

disclosure will be considered under the Trust’s whistleblowing procedure. 

g. Complaints by employees against, for example, agency workers or other individuals who 

work or are an employee of a partner organisation can be raised under this procedure, 

however, where the individual complained about is not an employee of the Trust, limited 

remedies are available to the Trust and its Schools to resolve matters.   

h. Allegations of bullying, harassment and intimidation will be dealt with under the Trust’s 

Bullying and Harassment Policy.  

 
2.4 All grievances will be treated seriously, and no employee will suffer detriment for raising a formal 

grievance in good faith, or for assisting a colleague to do so.   

 

2.5 Where a grievance is raised more than three months after the alleged incidents the passage of time 

can impact on the investigation, therefore, grievances should normally be raised within at least 4 

weeks and no more than 3 months from the date of the incident/s being referred to, although it is 

acknowledged that by their nature, grievances can escalate over time and therefore timescales should 

be flexible, depending on the nature of the grievance. 
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2.6 Most grievances can be resolved informally by speaking to the person concerned or their manager, 

clearly explaining the concern or problem.  Only where the matter cannot be resolved or in certain 

circumstances where it may not be appropriate for the employee to approach their line manager 

should the employee move to the formal stage without exhausting the informal steps of this 

procedure. 

 

2.7 Where the procedure is found to have been used maliciously, vexatiously, or frivolously without 

legitimate grounds, disciplinary action may be considered against the employee who has raised the 

grievance. 

3. Aims  
3.1 This grievance policy sets out the procedure that should be followed to ensure the grievance is 

handled in a fair, transparent, confidential and prompt manner.   

 

3.2 A grievance is described in the ACAS Code of Practice as “concerns, problems or complaints that 

employees raise with their employers”.   

 

3.3 Individuals raising the grievance should do this will the upmost care and consideration, being specific 

in the detail of their complaint, including dates if possible.  Equally, line managers handling the 

grievance, should be sensitive and considerate to both parties, upholding the values of the Trust and 

the Equality, Diversity and Inclusion policy.    

4. Implementation  
4.1 Raising both informal and formal grievances can be stressful to both parties and therefore individuals 

are encouraged to seek the support and advice of their professional association when raising such 

complaints. This equally applies to those who the grievance is against.  The 24-hour employee 

assistance service is available for all staff.  

 

4.2 Line managers handling grievances are encouraged to seek advice from HR when required and be 

familiar with the ACAS Code of Practice and related Trust policies.  

 

4.3 At any stage of the grievance procedure, both parties may agree to mediation (by a trained and neutral 

internal person or by an external mediator).  This can be helpful in resolving the grievance without a 

formal hearing or because of the outcome of a formal hearing.   

 

4.4 In most cases, the Investigating Officer will be an employee of the relevant school, however, where 

necessary, and on advice from HR, an external investigator may be appointed if there is no one 

appropriate available within the school or wider Trust who could investigate the grievance.  The 

relevant school or Trust department where the grievance is raised, is responsible for the cost of 

engaging an external investigator.  When using an external consultant, the person commissioning the 

investigation must provide the consultant with terms of reference for the investigation.  Advice must 

be sought from HR on drafting the terms of reference.  

5. Collective grievances  
5.1 It is possible for several individuals to collectively raise a grievance.   The line manager can either deal 

with all the people raising the grievance, or with their permission, one lead nominated person or their 

professional association representative.  This decision lies with the individuals raising the grievance, 
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not the line manager, and should be established at the early stage of the procedure. In either case, 

the collective grievance will be dealt with as a single matter. 

 

5.2 Where it becomes obvious in handling the grievance that the grievances raised are not common to 

all, or individuals are expecting different outcomes, the line manager may take a decision to handle 

each person’s grievances on an individual basis.  Where that is the case, each person will be notified 

of this change.  

 

5.3 In all other respects, the handling of a collective grievance is the same as individual grievances under 

this policy.  

6. Principal / Trust Director / CEO grievances 
6.1 Grievances against the Principal or other member of the Executive who reports to the Chief Executive 

Officer (CEO) must be submitted to the CEO, who may appoint another person to hear the grievance.  

Any appeal must be submitted to the Chair of Trustees, who may appoint another trustee to hear the 

matter. If the grievance is against the CEO, then it must be submitted to the Chair of Trustees and will 

be heard by a panel of trustees and any appeal must be submitted to the Chair of Trustees.  

 

6.2 For all other intents and purposes, the grievance will follow the procedure in this policy.  

 

6.3 If a Principal raises a grievance against the Chair of Governors, the CEO will be notified as the line 

manager to the Principal.  The Governing Body may devolve the investigation to the Vice-Chair, 

however, will seek advice from the Chair of the People Committee, or the Director of People as to who 

should be the appropriate investigating officer.  

7. Grievances raised during a disciplinary procedure   
7.1 Where an employee raises a grievance during a disciplinary process which is related to the disciplinary 

case unless there are exceptional reasons not to, the cases will be dealt with concurrently and treated 

as part of the employee’s response or mitigation.   

8. Informal Resolution – Guidance for individuals raising a 
grievance  
8.1 Wherever possible you should try to resolve any grievance informally in the first instance by speaking 

to the person/s concerned and let them know what the issue is and the impact it is having on you.   

 

8.2 If you don’t feel able to approach the person concerned or their manager you may ask colleague or 

trade union representative to accompany you, but you need to make it clear that you are not raising 

a formal grievance at this stage.  By inviting a colleague/trade union representative to the meeting 

you may find that the person concerned may also ask for a colleague or HR to be present.  This can 

change the dynamics of the meeting so needs some consideration, and possibly some further advice.  

 

8.3 If you are unable to resolve your grievance informally yourself, you should raise it directly with your 

line manager, or if the complaint relates to your line manager, then with their immediate line 

manager.  
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8.4 Your line manager (or their line manager) will consider your grievance and will seek to resolve it 

informally between you and the person/s concerned.  They may ask the Director of People  or another 

member of the HR team to support them in facilitating this. 

 

8.5 It may also be appropriate at this stage to use an internal or external mediator who is skilled in 

facilitating such meetings with the aim of an amicable outcome.  

 

8.6 Your line manager (or their line manager) should aim to resolve this informal stage within 10 working 

days or as soon as is practically possible (it may be longer if an investigation is being carried out or 

there is an agreement to use mediation) and communicate with you in writing what steps will be taken 

to resolve the grievance, by whom and in what timescales.  

 

8.7 If you are not satisfied with the outcome or have decided that the informal stage is not appropriate, 

you should follow the procedure below.   

9. Formal grievance procedure   
9.1 If it has not been possible to resolve the grievance informally, you should set out in writing the details 

and nature of your grievance and how you believe it could best be resolved, using the template 

grievance form found on the People Hub. This should be forwarded to the Principal/Director/Line 

Manager.  

 

9.2 If the Principal / Trust Director / Line Manager is of the opinion that the matter falls within the remit 

of the grievance procedure within 10 working days of submitting your grievance you will be invited to 

a grievance meeting. The purpose of the grievance meeting is to enable you to explain your grievance 

and how you think it should be resolved. You may be accompanied by a work colleague or a trade 

union representative.  

 

9.3 It may be necessary to carry out an investigation into your grievance. The investigation may be 

initiated before holding the grievance meeting with you where appropriate. In other cases, the 

grievance meeting may be held first before deciding what investigation if any to carry out. . Where an 

investigation is appropriate an Investigating Officer may be appointed to investigate the complaint 

including the events surrounding or leading up to the submission of the grievance.  This will involve 

speaking to both parties and in some cases other witnesses.  This should be carried out within 5 

working days of the grievance meeting or as soon as reasonably practical.  

Grievance Investigation Interview 

9.4 An employee who is the subject of a grievance must be given details of the complaint, however, this 

may be a summary of the allegations with the detail provided during the investigation interview. The 

summary will normally be provided by the Investigating Officer. 

 

9.5 At a grievance interview, individuals have the right to be accompanied by a Trust colleague or trade 

union representative, present any relevant evidence, and suggest witnesses.   

 

9.6 Where the chosen companion cannot attend on the date proposed an alternative time and date may 

be offered where it is reasonable and falls within 5 working days of the original date proposed. 
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9.7 The chosen companion may address the meeting and confer with the employee but is not entitled to 

answer questions on behalf of the employee/persons subject to the grievance.  

 

9.8 The Principal / Trust Director / Line Manager may also arrange for the Director of People or another 

member of the HR team to be present to provide advice and for someone to take notes to create a 

written record of the meeting.  A copy of the notes taken will be provided to the person interviewed 

soon as is reasonably practicable following the interview to be checked for accuracy. The grievance 

meeting may be recorded with express permission.  

Witnesses 

9.9 The employee and the person subject to grievance are entitled to ask the Investigating Officer to 

interview witnesses to the alleged behaviour/incident.  Every effort should be made to avoid disclosing 

any confidential information provided by the Investigating Officer; however, the confidentiality of any 

witness cannot be guaranteed. 

10. Communicating the outcome 
10.1 The Investigating Officer will prepare an outcome report that addresses:  

a. Which allegations based on the evidence submitted have been founded in whole or in part,  

b. Which allegations based on the evidence submitted are not upheld, or  

c. Which allegations based on the evidence submitted have been raised vexatiously, 

frivolously, or maliciously. 

 
10.2 The Principal / Trust Director/Line Manager will consider the report and may: 

a. Recommend steps that should be taken to resolve the allegations that have been found, 

b. Consider whether there are any lessons to be learnt and recommendations made because of 

the investigation, 

c. Decide whether disciplinary action should be taken where it is proven that the grievance had 

been raised.  

 
10.3 The Principal / Trust Director / Line Manager will advise the employee of the outcome of their 

grievance in writing normally within 5 working days of the completion of the investigation. A summary 

of the grievance report is sent to the employee who the grievance was raised against. 

 

10.4 The Principal / Trust Director / Line Manager may feel it is appropriate to arrange a meeting with the 

employee who raised the grievance to talk through the findings and explain how they reached their 

decision.  

 

10.5 The Principal / Trust Director / Line manager may also wish to meet with the employee to explain 

verbally their decisions/outcome, particularly where they have not upheld the grievance.   

  

11. Appeal process  
11.1 If the employee who raised the grievance is dissatisfied with the outcome, they may request a 

grievance appeal hearing by sending written notice to the Principal / Director detailing the grounds of 

appeal, within 10 days of receiving the outcome.   
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11.2 The appeal hearing will be heard by a person who has not previously been involved with the grievance. 

This person may be a senior manager, any member of the Board or any member of the Local Governing 

Body.  The Director of People or a member of the HR team may be present to advise on matters of 

employment law and policy.  

Appeal Hearing 

11.3 The employee will receive at least 7 working days’ notice of the grievance appeal hearing.  

 

11.4 The employee has the right to be accompanied to the grievance appeal hearing by a Trust colleague 

or trade union representative.  

 

11.5 The decision of the grievance appeal hearing will be communicated to the employee in writing within 

7 working days of the hearing and will be final.  

Order of proceedings 

11.6 The order of a grievance appeal hearing will normally be: 

a. Introductions by Chair of Appeal 

b. Presentation by employee/representative 

c. Questions to the employee/representative by Investigating Officer/Line Manager and the 

panel 

d. Presentation by management / Investigating Officer 

e. Questions to management / Investigating Officer by the employee/representative and the 

Panel 

f. Summing up by employee/representative 

g. Summing up by management  

h. Decision of the panel 

i. Outcome confirmed within 7 working days of hearing. 

12. Communication  
12.1 This policy and procedure is available on the Trust’s People Hub site, which is accessible by all Trust 

employees.   

13. Monitoring and evaluation  
13.1 All formal grievances and outcomes should be recorded and retained on personnel records. If there 

was a subsequent disciplinary hearing against the person subject to the complaint, then this hearing 

should be placed on the personnel record of that person in line with the disciplinary policy.  

14. Related documents  
14.1 This policy should be read in conjunction with the following Trust policies:   

• Equality, Diversity, and Inclusion   

• Disciplinary   

• Bullying and Harassment  

• Whistleblowing  

   

14.2 This policy should be read in conjunction with the following external regulations and guidance:   
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• Employment Act 2008 or relevant updated legislation   

• ACAS Code of Practice – Disciplinary and Grievance procedures  

• Equality Act 2010 or relevant updated legislation   

   

 END 
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Grievance Submission Form 
 

If your grievance has not been resolved informally or with mediation, you may move to the formal stage by 

setting out your grievance in writing and submitted to the relevant postholder in accordance with the 

grievance policy.  

Person raising the grievance 

Your name:   

Your school:  

Your job title  

Person(s) who the grievance is against 

Name(s)  

Job title (s)  

School  

Is the complaint against your line manager?  

 

Details of the concern or complaint 

1. What is your grievance?   

Please state the nature of the grievance, being concise and factual with references (where possible) to 

dates, times and places and brief evidence to support.   

 

 

 

2. What attempts have you made to resolve this informally? 

 

 

 

3. What action has been taken so far to resolve the grievance, by whom, and what was the result? 

 

 

 

4. What is the outcome that you require to resolve your grievance? 

 

 

 
Declaration 

I agree that the above accurately reflects my grievance and that the above statements are true to the best of 

my knowledge, belief and information. 
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Signed 

 ………………………

………………….   

 Date 

……………………………….. 

 

Print name:  

 

 


