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Introduction 

 

The Governing/Trust Board and the employer are committed to adopting policies and procedures to 

encourage a positive working environment and recognise that there may be occasions when employees 

have concerns, problems or complaints in connection with their employment that they wish to resolve.  

 

This procedure provides a framework to be used to raise concerns, and to be used by managers when 

seeking to work with employees to address and resolve them. It aims to ensure that any grievance raised 

is dealt with in a consistent, prompt and supportive manner; it has been developed with due regard to 

the Equality Act 2010 and the ACAS Code of Practice on Disciplinary and Grievance Procedures. 

 

1. Scope  

 

1.1 This procedure applies to all teaching and non-teaching staff employed within Manor Multi 

Academy Trust (MMAT), including centrally employed staff. It is to be used to manage individual 

grievances or disputes and is not to be applied in relation to collective disputes, which are 

grievances raised on behalf of two or more employees by a representative of a recognised Trade 

Union  

 

1.2 Examples of concerns that an employee may have and which this Procedure can be used to 

address are: 

• Application of Terms and Conditions of Employment  

• Health and Safety 

• Relationships at Work  

• New working practices  

• Working environment  

• Organisational change  

• Bullying  

• Harassment  

• Discrimination  

• Any other item noted in the Dignity at Work Policy 

 

1.3 Concerns do not need to be referred to or be labelled by an employee as being a grievance, in 

order for it to be recognised by the employer that the concerns may amount to a grievance to be 

managed in accordance with this Procedure. The line manager should explore, with the 

employee, whether the issue raised should be considered a grievance.  

 

1.4 Matters which are excluded from being dealt with under this Procedure are  

 

a) Matters already dealt with under this Procedure where the Procedure has been 

exhausted and there has been no material change to the grievance 

b) Matters relating to pay which are to be managed in accordance with the employer’s Pay 

Policy 
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c) Matters connected with the management of employee attendance, ill health capability, 

performance or conduct, which are to be managed in accordance with the applicable 

procedures  

d) Matters over which the employer has no control  

e) Collective disputes (Please refer to the Collective Disputes Policy)  

f) Grievances raised by former employees; professional HR advice should be sought in the 

event that an employee under a period of notice or former employee raises a grievance. 

 

1.5 This Procedure underpins the Dignity at Work Policy for teaching and non-teaching employees 

and is to be used to manage allegations in connection with that Policy on a formal basis, unless 

the circumstances are such that allegations have been referred under the employer’s Disciplinary 

Procedures.  

 

1.6 Where an employee has concerns in respect of something that they may have witnessed at work, 

which does not amount to individual grievance that is within the scope of this Procedure to 

address, it may be appropriate for them to consider raising their concerns under the Trust’s 

Whistleblowing Policy. 

 

All employees have a duty to immediately report any concerns that they may have in relation 

to the safeguarding of children and young people, and must follow the Trust’s Child Protection 

Policy and Statement in respect of Managing Allegations against employees and volunteers 

who work with Children and Young People 

 

1.7 Copies of all policies and procedures referenced above can be accessed on EVERY.  

 

1.8 MMAT are responsible for ensuring the effective implementation of this policy. As part of 

equality monitoring MMAT will review and monitor the operation and impact of the policy on a 

regular basis and in accordance with the policy review date, alongside consultation with the 

recognised trade unions. As part of this monitoring and review this policy will be equality impact 

assessed.  

 

2. Principles  

 

2.1 In the first instance employees should seek to resolve any concerns informally, as near as possible 

to their point of origin and without delay, within three months and, where there is a catalogue 

of events, within three months of the most recent incident. Any grievance raised outside of these 

timeframes will be considered on a case by case basis and HR advise would be sought as to 

whether this grievance will be heard. A formal grievance should only be raised where attempts 

to resolve a concern informally have been unsuccessful. There may be exceptional circumstances 

where the nature and seriousness of the issue may mean that it is appropriate to proceed to the 

formal stage from the onset. HR advise should always be sought if the informal stage is not 

considered to be appropriate.  
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2.2 Where there has been a delay between the matters giving rise to the grievance taking place and 

the grievance being raised, this may limit the scope of the action that can be taken to seek to 

investigate and resolve the grievance and could prevent a grievance from being able to proceed 

i.e., where it is in excess of a three-month period. 

 

2.3 Where informal attempts to resolve matters have not been successful or where the concerns are 

such that attempts at informal resolution may not be appropriate, an employee may raise a 

grievance under this Procedure.  

 

2.4 Managers should work with employees who wish to raise an informal or formal grievance to set 

out clearly in writing, using the discussion sheet (Appendix B) and with supporting evidence, the 

reasons for their grievance and the resolution they are seeking. Any grievance cannot proceed 

to be considered under this Procedure unless the grounds for the grievance and the resolution 

being sought are clear. Please note that although the Discussion Sheet is marked confidential, 

information could be shared with someone else as part of an individual’s right to assess their 

personal data under the Data Protection Act 2018(Article 15). 

 

2.5 Aggrieved employees and those responsible for managing the process set out in this Procedure 

must ensure that there are no unreasonable delays in the process. All parties must co-operate in 

a timely fashion otherwise the process may come to an end.  The timescales in the Procedure 

will be adhered to and only extended in exceptional circumstances, or in line with the 

requirements of any investigation taking place. In this event all parties will be notified in writing 

of any unavoidable delays and the revised timescales that will apply. 

 

2.6 Any person in respect of whom a grievance is raised is entitled to be made aware of the existence 

of and content of the grievance, and the name of the person who has raised the concern/s. The 

timing of the subject being notified will normally be discussed with the aggrieved employee at a 

Formal meeting and may be determined by a need to gather information before they are notified. 

Where there are elements to the grievance that do not to relate to another employee they will 

be redacted.  

 

2.7 Employees and the employer must observe their duties and responsibilities in respect of 

confidentiality at each stage of this Procedure.   

 

2.8 It is recognised that the management of matters under this Procedure can be a stressful and 

upsetting experience for the parties concerned. Throughout the process the employer will be 

able to offer appropriate support to all parties, which may include access to mediation, 

counselling or Occupational Health, and making reasonable adjustments for employees, and any 

person supporting them who have a disability. 

 

2.9 Employees have the right to be accompanied by a trade union representative or work based 

colleague at any stage of the Procedure, and are encouraged to seek advice and support from 

their trade union at all stages.  
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2.10 Where the employee’s trade union representative or work based colleague is unavailable on the 

day scheduled for a meeting, the meeting will be rescheduled, provided that an alternative date 

and time is within 5 working days of the scheduled date. It will be permissible to request only 

one change of date. However, under exceptional circumstances more than one request to change 

the date may be accommodated. The Trust will work with employees and their representatives 

to ensure that employees are given reasonable opportunity to exercise their right to 

representation.  

 

2.11 If parties fail to attend a meeting, the meeting will be re-scheduled only once. The party will be 

required to provide valid reasons for non-attendance. If the party is still unable to attend a 

rescheduled meeting, the meeting will go ahead in their absence and decisions will be made on 

the basis of the information available at the time.  

 

2.12 Employees, who in good faith, raise a grievance will be protected from victimisation. 

 

2.13 If an employee’s evidence, having been investigated, is considered to be unsound and the 

grievance is found to be a malicious or vexatious grievance, this will be considered a matter of 

conduct which will be managed in accordance with the employer’s Disciplinary Procedure.      

 

2.14 Where an employee who is subject to other proceedings such as; management of attendance, 

disciplinary, capability etc., raises a grievance the other process may be temporarily suspended 

in order to deal with the grievance. 

 

Where the grievance and the being handled under the other process are related it may be 

appropriate to deal with both issues concurrently. 

 

Best practice is for the grievance and other process elements to be managed by different 

employees with an appropriate level of authority to avoid the possibility of bias 

 

2.15 Throughout the process professional HR advice will be sought by those responsible for managing 

each aspect of the grievance process. This will include any decisions to suspend or continue with 

any other processes that the employee is currently subject to.  

 

2.16 Throughout the process all colleagues will treat each other with dignity and respect and will act 

in accordance with the Trust’s Dignity at Work Policy. 

 

2.17 An outline process chart for this procedure is set out in Appendix A, which should be read in 

conjunction with the full procedure.   

 

2.18 Any employee considering raising a grievance is advised to contact their Trade Union for 

guidance. 
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3. Equal Opportunities Policy  

 

3.1 The Trust recognise that the Equality Act 2010 covers the protected characteristics of age, 

disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 

religion and belief, sex, and sexual orientation. 

 

3.2 Under the Equality Act 2010 it is unlawful to discriminate against a disabled person for reasons 

related to their disability. Disability covers both physical and mental impairments that have a 

substantial and long-term effect (i.e., has lasted or is expected to last for at least 12 months) on 

the person’s ability to carry out normal day to day activities. 

 

3.3 Progressive conditions, such as HIV, cancer, and multiple sclerosis, are considered a disability 

immediately from the point of diagnosis and do not need to last for a year. However, addictions 

to non-prescribed substances are specifically excluded. The Trust’s Drug and Alcohol policy is 

available on EVERY for all staff to access.  

 

3.4 Where an employee meets the definition of a disabled person under the Equality Act employers 

are required to make reasonable adjustments to any elements of the job or to the application of 

procedures which place a disabled person at a substantial disadvantage compared to non-

disabled people. Employers are only required to make adjustments that are reasonable. Factors 

such as the cost and practicability of making an adjustment and the resources available to the 

Trust may be relevant in deciding what is reasonable.  

 

3.5 Taking the above into account the Trust may make reasonable adjustments to the Grievance 

procedure as outlined below, to ensure equal and fair treatment in the application of this policy.  

 

Procedure 

 

4. Informal Stage 

 

4.1 In the first instance employees should seek to resolve any concerns informally, as near as possible 

to their point of origin, and without delay.    

  

This means that if an employee is unhappy about treatment they have received or about an 

aspect of their work, they should initially discuss this with the individual(s) concerned. If this is 

not possible due to the nature of the grievance or fails to resolve the situation, the employee 

should discuss matters with their immediate line manager on an informal basis who will seek to 

address and resolve any concerns; completing a discussion sheet which should be signed by both 

parties.   

 

In order to attempt to resolve concerns informally in the first instance, it may be appropriate for 

the matter to be dealt with by way of mediation depending on the nature of the grievance. This 

involves the appointment of a third-party trained mediator who will discuss the concerns raised 
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by the aggrieved with all parties involved and seek to facilitate a resolution. Mediation will only 

be used where all parties involved in the grievance agree. The Trust’s HR provider will support in 

signposting to external mediation services, if required. 

 

If the concerns relate to the line manager, the employee should approach the next appropriate 

level of management.  Where the concerns relate to the Executive 

Headteacher/Headteacher/Head of School, the employee should approach the Deputy CEO/CEO. 

Should there be a grievance regarding the Deputy CEO/CEO/a Trustee/a Director, the employee 

should write to the clerk Trust Board outlining their grievance. The clerk to the Trust Board should 

forward the grievance to an appropriate member of the Trust Board.  

 

4.2 The manager with whom any concerns have been raised should seek to work with the employee 

to resolve them on an informal basis. In circumstances where the concerns raised are so serious 

that they do not appear to lend themselves to informal resolution, the manager must discuss the 

appropriate course of action to be taken with the Trust’s HR Provider or appropriate senior 

manager.   

 

4.3 Where an employee requires any support or reasonable adjustments to enable them to submit 

their grievance in writing, their trade union or a work-based colleague will be able to provide 

assistance, but in doing so must not substitute their views for that of the employee. 

 

 

5. Formal Meeting 

 

5.1 Where it has not been possible to resolve matters under the informal procedure, the aggrieved 

employee should submit a formal written notice of the grievance to their immediate line 

manager.  This formal written notice of the grievance should be based on the discussion sheet 

previously agreed with the manager.  

 

5.2 On receipt of a formal grievance an appropriate member of the senior leadership team will write 

to the employee to acknowledge receipt of the grievance within five working days. The employee 

raising the grievance will then be invited to a formal meeting as soon as reasonably practicable 

to explain their grievance further and discuss how it could be resolved. It may be necessary during 

or following the meeting to adjourn for further investigation to take place. 

 

5.3 The Acas guide to conducting workplace investigations provides guidance on decisions and 
actions an employer should make when deciding to conduct an investigation. Where an 
investigation is required, an impartial, suitably trained and experienced, Investigating Officer 
may be appointed to carry out the investigation.  This can occur at any stage of the formal 
process where it is considered necessary. The Investigating Officer will compile a report 
containing a summary of their findings and, on the basis of the report, the next steps to be 
taken will be discussed with the employee.  
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5.4 Investigations will normally be completed within 20 working days, but where this will not be 

possible due to the nature of the case or delays beyond the Trust’s control, the employee will be 

notified in writing of the reasons for the delay and the revised anticipated timescale.  

 

5.5 The employee will receive the invitation to the formal meeting no less than five working days 

before the scheduled meeting and will be advised of their statutory right to be accompanied at 

the meeting by a trade union representative or a work-based colleague. To exercise this right, 

the employee must make the person conducting the meeting aware of their intention to be 

accompanied and who the representative is. Reasonable requests for more time to prepare for 

the meeting should be accommodated and an alternative date within 5 working days of the 

original meeting date should be agreed.  

 

5.6 If the employee’s chosen representative is likely to have information that would be useful to the 

grievance and is potentially a witness, the employee may be requested to find alternative 

representation. 

 

5.7 Where a grievance names another employee as the cause of the grievance “the respondent”; the 

person hearing the grievance should also meet with them to advise them of the grievance and 

to allow them the opportunity to respond prior to making a decision. The respondent should also 

be made aware, in writing, of the outcome of the grievance. 

 

5.8 Possible outcomes following a formal grievance meeting could be: 

 

• The grievance being upheld, partially upheld, not upheld 

• A decision that the matter should be referred to be managed in accordance with the 

Trust’s Disciplinary Procedure (including malicious and vexatious complaints) 

• A decision that mediation will be explored as a way forward     

 

5.9  Following the formal meeting and any necessary investigation, the employer should meet with 

the employee to notify them of the outcome, including any action in which the manager intends 

to take regarding the grievance. 

 

5.10 The employer should ensure that the person responsible for notifying the employee of the 

outcome is aware of the full facts of the grievance and the details of any necessary investigation. 

This will allow for a meaningful discussion to take place. Where an employee’s grievance is not 

upheld, the reasons for this should be carefully explained.  

 

5.11 The employee should receive a brief summary of outcomes in writing within five working days. 

The employee must also be made aware of their right to appeal should they not be happy with 

the outcome of the grievance.  
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5.12 Following the outcome meeting, in considering whether the employee wishes to appeal, the 

employee may request to see a copy of the investigation report in accordance with Acas guidance 

on conducting workplace investigations. The employee will not be permitted to see private 

information belonging to other individuals, therefore parts of the report may be redacted for this 

purpose.  

 

 

6. Appeal   

 

6.1 Where an employee feels that their grievance has not been satisfactorily resolved they should 

appeal to the appropriate person named in their outcome letter within ten working days of 

receiving the letter in writing, clearly stating their grounds for appeal. 

 

6.2  If the nature of the appeal is unclear or insufficient information is provided, clarification will be 

sought before any Appeal Hearing takes place. 

        

6.3     If an employee submits their appeal and subsequently resigns from their employ, the appeal 

hearing arrangements must still be pursued within the prescribed timescales.  

 

6.3 On receipt of the appeal letter an appeal hearing will be arranged and the appeal will be heard 

by an independent panel of 3 trustee/directors who have had no prior involvement in that 

grievance case.  

 

6.4 The employee will receive an invitation to attend the Appeal Hearing within five working days of 

the submission of their appeal; they have the right to be accompanied at the Hearing by a work-

based colleague or trade union representative.  

 

6.5 The subject/s of the grievance will be notified that the aggrieved employee has exercised their 

right to appeal against the outcome of formal grievance.    

 

6.6 The remit of the Appeal Hearing will be to consider the grounds for appeal of the formal 

grievance. As such it will not be a re-hearing but, in the event that relevant new evidence comes 

to light which, with good reason, was not available at the time at which the outcomes of the 

formal process were determined, the Panel may decide to consider the new evidence.   

 

6.7 In exceptional circumstances, where relevant new evidence is provided at the appeal stage, the 

Panel will consider the terms of reference for the investigation, in order to determine whether 

further investigation is required to ensure the grounds of appeal are fully considered.  

 

6.8 It may be necessary to allow the employee and the person responsible for the formal stage of 

the process to call witnesses or to provide documentation. The names and positions of witnesses, 

the reasons for calling them and any documentation to be considered, must be provided to the 

Panel at least two working days prior to the Appeal Hearing. Dependent on the size and type of 
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the documentary evidence it may not be possible for late submissions of evidence to be 

accepted. If the employee requires more time to prepare for the appeal hearing, then they can 

make a request to reschedule the meeting within a reasonable time frame. 

  

6.9 The procedure to be followed at the Appeal Hearing is set out in Appendix C. In response to the 

employee’s appeal the Panel may: 

 

• uphold the appeal and determine that alternative action is to be taken 

• uphold the decision/s made at the formal stage and reject the appeal 

• determine that an alternative outcome is appropriate.     

 

6.10 Both the aggrieved employee and the subject/s of the grievance will receive written confirmation 

of the outcome of the appeal within five working days of the outcome of the Hearing being 

determined.  The decision of the Appeal Committee will be final.   
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Appendix A 

Grievance Process Chart 

 

 

 

 

 

 

 

  

Informal Stage 

Employee to seek to resolve concerns informally, near as possible to point of origin and without delay- With the 

individual(s) concerned, or where not possible or fails to resolve, discuss with immediate line manager (or next 

appropriate level of management where concerns relate to line manager). The employee should complete the 

discussion sheet Appendix B.  Manager to work with employee to resolve the matter. 

In circumstances where the concerns raised are so serious that they do not appear to lend themselves to informal 

resolution, the manager must discuss the appropriate course of action to be taken with a HR professional or appropriate 

senior manager. 

Formal Meeting  

Employee submits formal written notice of grievance to immediate line manager (or next appropriate level of 

management where concerns relate to line manager). Clearly state grounds for grievance and resolution sought, 

include details e.g dates, times, names of witnesses, copies of documents. Within 5 working days employee receives 

invitation to meet to discuss way forwards.  Employees can be accompanied by a work based  colleague or trade union 

representative. 

Possible outcomes (not exhaustive)  

• The grievance being upheld, rejected or a compromise agreed 

• A decision that the matter should be referred to be managed in accordance with the [School’s/Academy’s] 

Disciplinary Procedure (including malicious and vexatious complaints) 

• A decision that mediation will be explored as a way forward 

The employee should be informed of the outcome in writing along with any action the manager intends to take within 5 

working days of the decision being made. 

The subject(s) of the grievance should also be made aware of the outcome of the investigation. 

Employees should be advised of their right to appeal. 

Appeal Outcome 
  

Both the aggrieved employee and the subject/s of the grievance to receive written confirmation of outcome of the appeal 
within 5 working days of outcome of Hearing being determined.    
  
The decision of the Appeal Committee will be final. 

Investigation 

An Investigating Officer may be appointed to conduct the investigation and investigations are normally completed with 20 

working days. All employees involved in the investigation should be mindful of their duty of care to the employer and 

participate fully and in a timely manner 

Appeal  

It is noted that Appeals should not be a re-hearing of the investigation, but should consider additional 

information that has become available following the investigation. Employees should submit a notice of their appeal, 

including supporting evidence. 

The employee should receive an invitation to an appeal hearing within 10 working days of their appeal 

submission. 
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Appendix B 

TEMPLATE DISCUSSION SHEET 

CONFIDENTIAL 
1. PERSONAL DETAILS 

 

Your details 

Name: 

 

Address: 

 

Email: 

 

Phone: 

School/Academy: 

 

Post Title: 

 

Line Manager: 

 

Trade Union Representative’s Name (if applicable): 

 

Trade Union Contact Details (if applicable): 

 

Details of the person against whom the grievance is raised (if applicable) 

Name: 

Post Title: 

Working Relationship: (i.e. colleague, line manager etc.) 

2. DETAILS OF GRIEVANCE 

 

Please indicate which stage of the Grievance Procedure you are invoking by ticking the appropriate box: 

Informal  ☐ Formal ☐ Appeal ☐ 

Please state the grounds of your grievance, giving sufficient information on any circumstances or events 

that have given rise to your grievance, including dates and times where appropriate. Incidents that 

happened more than three months ago cannot be submitted under this policy. You should also state the 

names of anyone that you have raised your concerns with. 

 

If this is an appeal, then you must also attach a copy of the outcome you received at the formal stage, 

clearly stating your grounds for appeal. NB an appeal is not a re-hearing of the initial investigation 

 

 

 

 

 

 

 



 

 

P a g e  | 16 

 

 

 

 

 

 

What action have you taken so far to resolve this matter? Include dates of meetings attended under the 

earlier stages of the procedure. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Resolution: Please indicate how this matter could be resolved successfully and what you are hoping for by 

raising this concern/grievance? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. OUTCOMES 

Please provide information on the outcome of the investigation 
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EMPLOYEE STATEMENT: 

I have read the School’s Grievance Procedure and submit this grievance in accordance with its provisions. 

 

Signature:  Date: 

 

(To be signed at the formal stage of the procedure) 

 

Print Name:   

 

Signature:         

   

Date: 

 

 

EXPECTED TIMESCALES: 

 

An initial response to the employee should be provided within 5 WORKING DAYS 20 WORKING DAYS of receipt 

of initial notification by the employee to acknowledge receipt of the grievance and outline the next steps. 

 

An employee should request an appeal within 10 WORKING DAYS of receiving the initial response. 

 

The appeal hearing is to be held within 20 WORKING DAYS of receipt of the appeal notification by the employee. 

 

The employee should receive a written response within 5 WORKING DAYS of an Appeal Hearing. 
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APPENDIX C 

 

Procedure to be followed at Appeal Hearing 

 

 

1. Introductions and housekeeping 

 

2. Chair to explain the purpose of the Hearing, the format for the Hearing and the potential outcomes.  

 

3. Any person present may request an adjournment.  

 

4. The aggrieved employee will be invited to present the grounds for their appeal, and may be 

accompanied by a work based colleague or trade union representative. Witnesses may be called where 

new evidence has become available if agreed in accordance with the Grievance Procedure.      

 

5. The manager (or Chair of the formal meeting) who determined the outcome of the formal hearing may 

ask questions of the employee and any witnesses they may call.  

 

6. The Panel, and their Adviser may ask questions of the employee and any witnesses they may call.  

 

7. The manager (or Chair of the formal meeting) who determined the outcome of the formal meeting will 

be invited to present their decision/s and the reason/s for them.  

 

8. The employee and their representative may ask questions of the manager (or Chair of the formal 

meeting).  

 

9. The Panel, and their Adviser may ask questions of the manager (or Chair of the formal meeting).  

 

10. The manager (or Chair of the formal meeting) will be invited to make a concluding statement. 

 

11. The employee and their representative will be invited to make a concluding statement. 

 

12. The Hearing will adjourn and all parties will withdraw with the exception of the Panel, and their Adviser.   

 

13. Where it is possible for a decision to be made within a reasonable timescale, the Hearing will be 

reconvened and the decision communicated to the employee.   

 

14. The decision will be confirmed in writing within five working days of the Hearing taking place, or where 

a longer period of time is required to make a decision, the Hearing will close and the outcome will be 

communicated to the employee within five working days of the decision being made.  The decision of 

the Appeal Committee will be final.   
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