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Grievance Procedure Policy



GRIEVANCE PROCEDURE

Following discussions between the Local Education Authority, Teachersô Associations and Trade Unions, the 
procedure set out below has been adopted by the Governing Body for dealing with individual grievances or disputes.

1. If an employee has a grievance relating to service or working conditions, he/she should discuss the matter 
initially with his/her immediate supervisor, i.e., the Curriculum Team Leader or other appropriate senior 
member of staff.  The Supervisor should reply orally to the grievance as soon as possible and in any case 
within 5 working days.

2. If the employee continues to be aggrieved, he/she should refer the grievance in writing to the Headteacher, 
giving full particulars and stating what remedy the employee seeks.  The Headteacher should, within 5 
working days of receiving this notiý cation, arrange for a meeting to take place within 10 working days of 
receipt of the written grievance.  The employee may be accompanied by a friend.  The Headteacher should 
seek to resolve the problem personally or in consultation with other member(s) of staff.  The Headteacher 
may also consult with other ofý cers of the LEA and representatives of their professional associations or trade 
unions.  The Headteacher should, within 5 working days, notify the employee in writing of the outcome of the 
meeting.

3. If the grievance continues to be unresolved, the employee may refer the matter to a Committee of the 
Governing Body.  This should be referred to the Committee in writing, via the Headteacher, within 5 working 
days of the notiý cation in (2) above, either by the employee or his/her representative.  A meeting should be 
arranged to take place within 10 working days or receipt of the written grievance.

The employee may be accompanied by a friend or representative if they so wish.  The parties concerned 
will make their submissions to the Committee, who should be sent all relevant documents in advance of the 
meeting.  The Governors should invite ofý cers of the LEA to advise as appropriate.

4. If the employee wishes to appeal against a decision of the Governors, he/she must do so within 5 working days 
of that meeting.  The appeal must be heard by an Appeal Committee of Governors who have not previously 
been involved in the case within 10 working days of the written receipt of the wish to appeal.  The Appeal 
Committee should invite ofý cers of the LEA to advise as appropriate.

5. Where the Headteacher has a grievance, he/she should ý rst endeavour to resolve the matter by direct 
approach to the person concerned.  If the grievance arises from actions/decisions of the Governing Body, 
he/she should initially seek to resolve it in discussion with the Chairman of the committee referred to in (3).  
Ofý cers of the LEA should be invited to attend as appropriate.

6. If the grievance is still unresolved, the Headteacher may, within 5 working days, notify the Appeals Committee 
referred to in (4) in writing.  This Appeals Committee must arrange a meeting within 10 working days of receipt 
of the notiý cation of appeal.  The decision of the Committee should be coný rmed in writing within 10 working 
days.

7. Where the grievance concerns the LEA or one of its employees, and is not resolved by direct approach within 
10 working days, the Headteacher should refer the matter in writing to the Director of Education, who should 
reply in writing as soon as possible, and in any case within 10 working days.

8. Where a grievance is raised by an employee which relates to the application of conditions of service laid down 
by the Local Education Authority arising from national, provincial or local agreements, the Governing Body 
must refer the matter to the Director of Education.  A written reply will be provided as soon as possible, but in 
any case within 15 working days, setting out the arrangements for the grievance to be heard, including details 
of any appeals procedures, in the event that these may be required.

9. In the majority of cases (other than paragraphs 7 and 8) it is expected that grievances will be resolved by the 
School Appeals Procedures.  However, if the employee remains aggrieved, the School Appeals Committee 
may recommend referral of that grievance to the LEAôs Personnel Section.  In these circumstances, all parties 
involved must have agreed to accept any decision of the LEA Panel as binding.

10. The procedure will end at the Governing Body, other than in circumstances where paragraphs 7,8 or 9 are 
operated where the LEA will be the ý nal stage.



11. Employees are encouraged to consult their professional associations or trade unions before formally invoking 
the grievance procedure.

NOTES

Broadly, a grievance may be raised about any matter concerning work or conditions of service, although some matters 
will be excluded.

These exclusions are:

¶ Discipline and dismissal, where a separate appeal procedure exists
¶ Collective disputes
¶ Questions relating to statutory deductions from pay, e.g., income tax, National Insurance and Superannuation.

NB  Working days are days on which the School is open to students.


