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Preface  

 

Safeguarding 

 

The safeguarding of children and young people underpins the work of the academy and must 

be adhered to as a prime responsibility. 

 

Equality 

 

Knole Academy is committed to providing all staff, students, parents, visitors and members of 

the wider community using the site with equality of opportunity in line with legislation about 

protected characteristics.  All policies are screened for their impact on equality and issues are 

addressed if they arise.  Knole Academy will provide special consideration on an individual basis 

if anyone is considered to have a specific special need.  Any parent who feels that their child 

has such a need should contact the relevant Pastoral Leader in the first instance to explain their 

concerns.   

 

This policy, and its associated procedures and protocols, is based on these key principles. 

 

 

 

 

 

 

 

 

 



Grievance Policy 2019                                                                                                          Page 2 of 6 

Grievance Policy 

 

1 Introduction 

 

1.1   Aims 

The Academy is committed to promoting good employment relations as well as fairness and 

consistency in the treatment of individuals. 

 

Working for the Academy should be enjoyable and challenging. However, from time to time, a 

grievance issue may arise. If this is the case managers will seek to address the issue through 

this policy and procedure. The aim of the Academy Grievance Procedure is to address any staff 

grievances fairly, consistently and quickly. 

 

It is essential that grievances from employees are treated in a professional manner. Normal 

working should be maintained as far as possible until all stages of the procedure have been 

exhausted. 

 

The school will aim to resolve grievances as quickly as possible to the satisfaction of the 

individual(s) concerned. Where this is not possible every effort will be made to explain the 

reasons for the decision and where employees are not satisfied with the outcome they have the 

right to pursue their grievance in accordance with the formal steps contained in the procedure.  

 

Employees who raise grievances will be treated fairly at all times throughout this procedure. 

However, if a grievance is found to be malicious the employee concerned may be subject to the 

Disciplinary Procedure. 

 

1.2   Scope 

 

This grievance procedure applies to all staff employed directly by the Academy. It excludes the 

employees of contractors. This procedure does not form part of the contract of employment 

and it may be varied or amended at any time.  It does however set out the Academy’s current 

practices. 

 

The procedure does not apply to: 

 Any issue for which a separate procedure is applicable (e.g. disciplinary and dismissal or 

capability matters); 

 Matters relating to statutory adjustments to pay and allowances; 

 Appeals against grading; 

 Issues of strategic policy for the Academy; 

 Collective grievances i.e. those raised by a group of staff. 

 

Issues that can cause grievances may include: 

 Terms and conditions of employment 

 Health and safety 

 Work relations 

 Bullying and harassment 

 New working practices 

 Working environment 

 Organisational change 

 Discrimination 
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Staff grievances can arise from a variety of sources: 

 between members of staff; 

 between staff members and their immediate line managers; 

 between staff members and the Leadership Team/Headteacher  

 

An individual grievance should not be used to challenge a general policy of the Academy. 

However, a grievance may relate to the application of the policy to an individual, or a small 

group of individuals.  

 

1.3   Responsibilities 

 

Managers should recognise that the Academy may be held responsible for the actions of its 

employees.  

 

It is the responsibility of all managers to: 

 make all members of staff aware of where to find and read policies; 

 treat each grievance seriously and sympathetically and with an open mind; 

 act upon the grievance without unreasonable delay; 

 maintain confidentiality when dealing with cases and ensure that a written record is kept 

of all informal and formal meetings and discussions; 

 aim to maintain an environment free from harassment or bullying 

 

Each individual is responsible for their own actions while at work. It is the responsibility of all 

employees to: 

 be responsible for reading relevant policies; 

 ensure their behaviour does not include any unwanted conduct; 

 treat fellow employees, students and visitors with respect and dignity; 

 report incidents of perceived discrimination, harassment or bullying either personally 

experienced or witnessed to the appropriate line manager 

 ensure confidentiality is maintained at all times. 

 

2 Grievance Procedure 

 

2.1   Informal Process 

 

Most routine complaints and grievances are best resolved informally in discussion with the 

employee’s manager. This can often lead to a speedy resolution of the problem. 

 

Where a member of staff has a grievance which involves other members of staff, he or she 

should first of all try to resolve the matter by direct approach to the member of staff involved or 

in discussion with one of the Leadership Team (LT). If the grievance is against the Headteacher 

the employee should first of all try to resolve the matter by having an informal discussion about 

the issue.  If the employee feels uncomfortable raising the issue directly with the Headteacher 

they should talk to a member of the Teaching and Learning committee who can help them to 

solve the issue informally. 

 

Where the grievance cannot be resolved informally, then it should be referred to the following 

formal grievance procedure.  

 

2.2   Formal Grievance Procedure  

 

The complainant should put the grievance in writing to the Line Manager. In case of a grievance 

against the line manager, the written complaint should be sent to the next appropriate 

manager.  In the case of a grievance against the Headteacher the letter should be sent to the 
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Chair of governors, who will nominate a Hearing Officer. 

 

The formal complaint should state: 

 The details of the grievance; 

 The reason for dissatisfaction with the outcome of the informal stage; 

 The remedy being sought; 

 

A formal grievance should normally be submitted as soon as is reasonably possible after the act 

or omission complained of, or after the last act or omission in a series of linked events. Any 

formal complaints that are made 3 months or more after the alleged act or last act in a series of 

linked events will not normally be heard.  

 

A reasonable amount of detail should be given by the employee. The nature of the grievance 

should be described, indicating what is alleged to have occurred, by whom and when. The 

employee should state what remedy they are seeking. 

 

A grievance hearing will be arranged with the employee, normally within 10 working days of 

receiving the grievance. The purpose of a grievance meeting is to enable the employee to 

explain their grievance and how they think it should be resolved, and to assist the academy to 

reach a decision based on the available evidence and the representations made. 

 

The academy will decide on the appropriate person to conduct the grievance hearing with the 

employee and to determine the outcome of the grievance, taking into account the nature of the 

complaint and any person/s to whom the complaint relates. 

 

The grievance hearing may be conducted by a line manager or Head of Department. If the 

complaint concerns a line manager or Head of Department, the hearing may be conducted 

instead by another member of the Leadership Team or the Headteacher. It may in some 

circumstances be appropriate for the hearing to be conducted by a governor.  

 

The employee may be accompanied by an appropriate work colleague or an accredited trade 

union official at any grievance meeting. 

  

 

Grievance Investigations  

 

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

initiated before holding the grievance hearing where appropriate. In other cases, the grievance 

hearing may be held first before deciding what investigation (if any) to carry out. 

 

If an investigation is necessary, the amount of any investigation required will depend on the 

nature of the allegations and will vary from case to case. The investigation may involve 

interviewing and taking statements and/or reviewing relevant documents. The employee must 

co-operate fully and promptly in any investigation. This may include informing the investigating 

officer of the names of any relevant witnesses, disclosing any relevant documents and attending 

interviews, as part of the investigation. 

 

An investigation may be carried out either by the person appointed to conduct the grievance 

hearing and determine your grievance or by someone else appointed by the academy. 

 

Grievance Outcome  

 

Following the grievance hearing and any investigation carried out, the person appointed to 

determine the outcome of the grievance will write to the employee to inform them of the 

outcome and if appropriate any further action that the academy intends to take to resolve the 
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grievance.  

 

Where appropriate the academy may hold a further meeting to give you this information in 

person. The employee has a right to appeal this decision. 

 

 

2.3   Appeals  

 

If the employee is dissatisfied with the grievance outcome they should notify the Headteacher in 

writing within 10 working days of receipt of the outcome.  In the case of a complaint against 

the Headteacher, the employee should appeal to the Chair of Governors.    

 

The employee must give a specific reason(s) why they are dissatisfied with the outcome. 

 

The Headteacher will normally hear the grievance appeal.  In the case where the person hearing 

the initial grievance is the Headteacher, the appeal may be referred to a governor and where 

appropriate a panel of three Governors who are not involved in the case will hear the appeal.    

 

All documents from the original grievance hearing and investigation (if applicable) will be sent 

to all parties attending the appeal prior to the appeal hearing, together with the outcome of the 

original grievance and notes of any further meetings. A copy of the letter of appeal and any new 

relevant evidence will also be sent to all parties in advance of the hearing. 

 

No decisions will be made during the appeal hearing itself. The appeal chair/panel may 

consider it necessary to carry out further investigations before reaching any decisions. 

 

The employee will be given at least 5 days’ notice of the arrangements for the appeal hearing 

and may be accompanied by a trade union representative or work colleague. 

 

 

The employee should be advised of the outcome of the Appeal normally within 5 working days 

of the Appeal Hearing.  The decision reached at the Appeal Hearing is final and there is no 

further right of appeal. 

 

2.4   Representation 

 

At all stages of the process both parties, where appropriate, may be accompanied by a trade 

union representative or work colleague who has not been involved in the case. The 

representative may address the meeting and confer with the employee but may not answer 

questions on their behalf. The representative may, however, ask questions on behalf of the 

employee. 

 

The employee should make their own arrangements to be accompanied and the employee 

should advise the employer who they have chosen as a companion prior to the meeting.  Where 

the representative is not available at the proposed time and date, the Hearing may be 

postponed to an alternative date, which will normally be within 5 working days. 

 

Where an employee is unable or unwilling to meet at the academy, an alternative venue may 

usually be considered.  Where the employee is still unable or unwilling to meet at the alternative 

venue, a union representative or work place colleague may represent the employee in the 

meeting. 

 

2.5   Record Keeping 

 

It is important that accurate notes are kept of all stages of the grievance process.  The records 
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should include: 

- The nature of the grievance 

- What was decided and the actions taken 

- The reason for the actions 

- Whether an appeal was lodged 

- The outcome of the appeal 

 

Where witnesses are interviewed as part of an investigation, then a comprehensive record of the 

interview (including questions asked and responses given) should be made at the time. The 

record should be signed by the witness concerned and dated. 

 

Records should be held in a secure and confidential manner. Often the issues raised are 

sensitive and it is essential that the circulation of information be restricted to the minimum that 

is necessary to ensure a fair investigation and hearing. 

 

Monitoring, Evaluation and Review 

 

The Governors will review this policy at least every three years and assess its implementation 

and effectiveness.  The policy will be promoted and implemented throughout the Academy. 
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