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Procedures for All Employees
1.1    The Education Reform Act 1988 places the responsibility on governing bodies to establish grievance procedures and to make them known to staff at the school or college.

1.2
This procedure has been prepared with the objective of providing a means of dealing promptly and satisfactorily with any grievance arising from their employment which a member of staff may have against a manager, a colleague, the governing body, or the Local Authority, and to minimise the prospect of long term damage to relationships at the school.

Scope

1.3
The procedure applies to all staff employed in schools and colleges with delegated budgets, with the exception of School Meals Service employees and staff employed by an outside contractor or a direct services organisation.

1.4
The grievance procedure is entirely separate from other procedures such as those relating to discipline or incapability.  (The rights of staff under the grievance procedure shall not be overridden by actions taken or proposed to be taken under other procedures.)

1.5
The procedure in this document is designed to deal with individual grievances.  It is not intended that it should be applied to collective disputes.

Principles

1.6
Grievances raised by individual employees may be of a relatively simple nature or of fundamental importance significantly impinging upon the employee’s ability to work effectively.  As far as possible the emphasis should always be to resolve grievances by informal action and every effort should be made to resolve the grievance as quickly and amicably as possible.

1.7
A person against whom a grievance is made must be informed of the nature of the grievance and have an opportunity to respond;  this will normally be done once the person investigating the grievance is clear about the nature of the grievance.

1.8
The employee, the headteacher and any other staff involved may be accompanied by or seek advice from a union representative or colleague throughout the above process.

2.
INFORMAL STAGE
2.1
Where an employee has a grievance resulting from a management decision, s/he should discuss the matter with her/his line manager or the headteacher.  If preferred an employee may initially discuss the matter with another member of staff, a trade union representative or a member of their professional association.  Efforts should be made to resolve the matter by making a direct approach to the member of staff concerned.  Where such a discussion does not settle the matter, the employee should write to the headteacher, setting out the details of the grievance.

2.2
Where an employee requests a personal interview with the headteacher, it shall normally be granted within 5 working days.

2.3
The headteacher should seek to resolve the problem personally or by mutual agreement with other member(s) of staff.  The headteacher may consult with the Chair of the governing body.  The employee should be given a decision on the matter with 5 working days.

2.4
The headteacher should keep a written record in note form of all informal discussions.  These notes should be placed on file and be available to all parties.

2.5
Where the informal steps described above do not resolve the matter, the employee may proceed to make a formal notice of grievance.

3.
FORMAL STAGE ONE

3.1
Where the grievance has not been resolved under the informal procedure described in paragraph 2 above, the employee may submit a formal written notice of the grievance to the headteacher requesting a formal hearing with the headteacher, together with any relevant documents and details of the remedy sought.  Such formal notice must be submitted within 10 working days, after the conclusion of the informal stage.  If the grievance involves other employees, copies of all papers given to the headteacher should also be sent to them.

3.2
The headteacher should seek to settle an employee’s grievance.  Much of the procedure given below may have taken place during the informal stage, but once the grievance has been formalised the steps must be repeated, with written records being agreed between the parties concerned, at each stage.  The headteacher must:


a)
arrange to meet the grievant within 10 working days of receipt of the written grievance;


b)
explore with the grievant the nature of the grievance and any action that s/he wishes to have taken to resolve it;


c)
undertake an investigation involving all relevant parties both on the side of the grievant and the person against whom the grievance was made;


d)
determine whether the grievance is justified and, if so, what action can be taken/recommended to resolve it;


e)
write a letter to the grievant as soon as possible, saying:

· what is understood to be the nature of the grievance;

· whether the grievance is considered justified and, if so, what action is to be taken or recommended to resolve it;

· if the grievance is considered not justified, the reasons for arriving at this conclusion;

· that if the grievant is not satisfied with the proposed action to be taken they may take their grievance to formal stage 2, how they do this and the timescales involved;


f)
advise the person against whom the grievance was made of the outcome and what action, if any, is to be taken.


g)
put on file a full written record of the grievance, including the facts established, the decision taken and the reason for it, together with the dates upon which the grievance was heard and responded to;


h)
inform the chair of the governing body of the grievance and the outcome.


i)
The employee, the headteacher and any other staff involved may be accompanied by or seek advice from a union representative or colleague throughout the above process.

4.
FORMAL STAGE TWO

4.1
If the grievant is not satisfied with the outcome of the action taken by the headteacher s/he should send a written request to the clerk to the governing body within 10 school days of the date of the letter notifying her/him of the headteacher’s determination, asking for a committee of the governing body to consider the grievance.  A copy should be sent to the headteacher and any other member(s) of staff involved.  This written notice must set out full details of the grievance, and should be accompanied by any supporting documents.

4.2
The headteacher should immediately prepare a written report for the governing body’s grievance panel, sending a copy to the clerk to the governors.  If the grievance is against the headteacher, the report should include a response to the grievance.

4.3
If the grievance is against a member of staff other than the headteacher, the headteacher should ask that member of staff to submit a written response to the Notice of Grievance, together with any supporting documents to the clerk to the governors.  A copy should be sent to the headteacher and any other members(s) of staff involved.

4.4
The clerk to the governors will then arrange for a meeting of the governing body Grievance Panel to take place no later than 20 working days from the date of receipt of the Notice of Grievance.  At least 5 working days’ notice of the date of the hearing should be given to all concerned.

4.5
The grievant and respondent should be invited to submit any further relevant documents for consideration at least two working days before the meeting and to inform the clerk of any witnesses who will be attending.

4.6
The clerk should ensure that the grievant receives a copy of the response to the grievance and a copy of this procedure.

4.7
The clerk to the governors should ensure that members of the governing body Grievance Panel are supplied with copies of the Notice of Grievance, the response if the grievance involves another employee, the report of the headteacher, any supporting material and a copy of this procedure.

4.8
The procedure for the meeting of the governing body Grievance Panel will follow the guidance set out in Appendix A.

5.
Appeal

5.1
The grievant shall have a right of appeal against the decision of the governing body Grievance Panel.  An appeal will be heard by an Appeals Panel of the governing body which shall exclude any governor (including the headteacher) who has been involved in earlier stages of the procedure either as a member of the Grievance Panel or as a witness.

5.2
If an employee wishes to appeal against the decision of the governing body Grievance Panel, he/she should submit a written ‘Notice of Grievance Appeal’ to the clerk to the governors within 10 working days of receiving the letter notifying him/her of the decision of the Grievance Panel.

5.3
The procedure to be followed in an appeal will follow the guidelines set out in Appendix A.  There will be no further right of appeal.
6.
HEADTEACHERS

6.1
When a headteacher has a grievance which involves a member of the governing body he/she should first of all endeavour to resolve the matter by direct approach to the governor concerned.

6.2
If the outcome is unsatisfactory, the headteacher may seek to resolve the matter by discussion with the Chair of Governors.  A personal interview should be granted within five working days of the request being made.

Headteachers:  Formal Stage

6.3
Where the headteacher’s grievance has not been resolved informally, the procedure set out in paragraph 4 will apply, but for ‘headteacher’ please substitute’ Chair of Governors’.

7.
GRIEVANCES AGAINST THE LOCAL EDUCATION AUTHORITY

7.1
Where an employee has a grievance against the Local Education Authority which does not involve the governing body, the employee should submit a written ‘Notice of Grievance’ to the Strategic Director of Learning for Life.  A copy should be sent to the clerk to the governors for information.

7.2
The Strategic Director of Learning for Life or his/her representative, will arrange to meet with the aggrieved employee within five working days of the date of receipt of the Notice of Grievance, and will seek to resolve the matter.


if the employee is dissatisfied with the outcome of the meeting with the Strategic Director, Learning for Life, he/she will be given information about the corporate grievance procedure to enable him/her to take their grievance to the formal stage.

APPENDIX A

PROCEDURAL GUIDELINES FOR GOVERNING BODY GRIEVANCE PANEL

AND GRIEVANCE APPEALS PANEL

1.
Although procedures should be kept as informal as possible, the following guidelines are recommended as a matter of good practice and in order to ensure that natural justice is observed in the handling of employee grievances at the formal stage.

Composition of the Grievance Panel and Grievance Appeals Panel of the Governing Body

2.
Employee grievances which are not resolved at the informal stage may be dealt with by a Grievance Panel or, where appropriate, a Grievance Appeals Panel of the governing body each consisting of at least three governors, subject to the following provisos:-

· that no governor who is a member of a Grievance Panel should form part of the Grievance Appeals Panel and vice versa;

· that no governor, including the Chair of Governors and the headteacher, who may have been involved in the case at the informal stage should form part of either Panel;

· that no governor who may be called upon to give evidence during the proceedings should form part of either Panel;

· that no governor who may have a pecuniary interest in the matter or who is otherwise excluded by the Education (School Government) Regulations, should form part of either Panel;

· that only those governors attending the whole hearing shall participate in the proceedings.

Procedure for the Hearing

3.
Separate waiting rooms should be set aside for the aggrieved employee and his/her representatives/witnesses and any other party involved and his/her representatives/witnesses.  Witnesses will be required to wait in their respective waiting rooms until called.  Witnesses shall only remain at the meeting for so long as they are giving evidence.

4.
Prior to the commencement of the hearing the Grievance Panel/Grievance Appeals Panel should elect a Chair for the meeting.

5.
At the commencement of the hearing, the Clerk to the Governors will summon the aggrieved employee or his/her representative, and any other party involved together with his/her representative to the hearing.

6.
The aggrieved employee and/or his/her representative, and any other party involved together with his/her representative to the hearing will present details of the case to the Panel.

7.
If the grievance is against another party, he/she or his/her representative should have the opportunity of questioning the aggrieved employee and any witnesses.

8.
The Panel may question the aggrieved employee and/or his/her representative and any witnesses about the grievance.

9.
The other party(ies) involved will explain their views on the grievance and, where appropriate, may call witnesses.

10.
The employee and his/her representative may question the other party(ies) involved and any witnesses about the grievance.

11.
The Panel may question the other party(ies) involved and any witnesses about the grievance.

12.
The aggrieved employee and/or his/her representative may summarise his/her views on the grievance and state the way in which he/she wishes to see the matter resolved.

13.
The other party(ies) involved may summarise their views on the grievance.

14.
The aggrieved employee and any other parties will withdraw to their respective waiting rooms.

15.
The Panel will deliberate in private, except that the clerk to the governors will remain to take minutes.

16.
If for any reason the Panel decides that further questions need to be asked, or clarification is required, this shall be done in the presence of the employee and his/her representative, and any other party(ies) and his/her representative.

17.
When the Panel has reached a decision the clerk to the governors shall invite the employee and his/her representative an any other party(ies) and their representative to return to the hearing.

18.
The decision of the Panel shall be announced orally by the Chair.

19.
The clerk to the governors shall confirm the decision in writing to the employee, any other party(ies) involved, and the Headteacher, within five working days of the hearing.  The letter shall state rights of appeal and time limits where appropriate.
This policy is the Sutton Model policy and was adopted by the Governing Body 
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