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1. Introduction

This policy aims to enable employees to raise concerns about workplace issues without fear of victimisation
and repercussion, and to ensure all grievances are dealt with fairly, fully and objectively.

It is offered in good faith but with the strong recommendation that advice is sought from Senior Management
at the earliest possible moment and throughout the progression of a specific case.

2. Legislation and guidance
We are required to set out grievance procedures under general employment law.

These grievance procedures are based on the Acas Code of Practice on disciplinary and grievance
procedures and Portsmouth City Council’s (PCC) Human Resources policies. Their full range of policies and
appendices are available on request.

These procedures also comply with our funding agreement and articles of association.

3. Definitions and scope

A grievance is a concern, problem or complaint raised with the academy by an employee. It can be caused
by issues such as working conditions, health and safety concerns, bullying, discrimination or working
relationships.

It is recognised that from time to time employees may wish to seek redress for grievances relating to their
employment. The academy policy is to encourage open and free communication between employees and
their line managers to ensure that problems arising during the course of employment can be aired and
where possible resolved quickly and to the satisfaction of all concerned.

Where possible all parties should endeavour to resolve issues directly between themselves before
invoking the grievance procedure.

The decision to proceed with the grievance procedure or to withdraw from it at any stage lies with the person
bringing the grievance. The responsibility of the academy is to manage the process and provide the resources
necessary for a resolution.

This policy does not apply to:

e Issues raised by people who are not an employee of the school, e.g. volunteers or parents/carers, as
this would instead fall under our complaints procedure

¢ Redundancy dismissals

¢ Non-renewal of fixed-term contracts


https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-procedures
https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-procedures

e A grading (pay) issue in which case the matter should be dealt with under the Pay and Conditions
Policy

e Collective grievances, raised on behalf of 2 or more employees by a representative of a recognised
trade union or other appropriate workplace representative

These are covered by separate policies and procedures from PCC which are available on request.

4. Roles and responsibilities

Being internal matters, grievances may involve a number of people in the school. There is an emphasis on
dealing informally with grievances, and so it is not practicable to prescribe specific roles. However, the
following guidelines may be useful.

Please note, at Freemantle we work with Portsmouth City Council (PCC) for all HR related matters.

4.1 The line manager

Provided they are not the subject of the grievance, the line manager will be the first point of contact for the
employee raising a grievance. If the grievance is about the employee’s line manager, the employee will raise
the grievance with their line manager’s manager.

4.2 The headteacher and Executive Officer (ExO)
If the grievance is raised within the academy, provided they are not the subject of the grievance, the
Headteacher or Executive officer will consider the grievance at the formal stage (see 5.3).

4.3 Chair of directors and members board

Where the Headteacher is the subject of the grievance, the chair of directors will be responsible for appointing
an appropriate governor who has not been directly involved in the grievance to oversee the procedure.

Where the Executive Officer is the subject of the grievance, the chair of members will be responsible for
appointing an appropriate member who has not been directly involved in the grievance to oversee the
procedure.

4.4 Other members of staff or trade union staff

A work colleague, trade union official, or trade union representative who has been certified as being
competent to attend such meetings may accompany the employee raising the grievance at a formal grievance
meeting. Please see section 5.5 on support.

5. Grievance procedures

We are committed to dealing with grievances fairly and objectively. Employees will be protected from
discrimination or victimisation after raising a work-related grievance.

5.1 Informal stage

In the first instance, an employee will aim to resolve their grievance informally with their line manager. If the
employee’s concerns relate to their line manager, they should discuss the issue with the line manager’'s
manager.

I's anticipated that a number of grievances will be resolved at this informal stage with no need to progress
matters further. However, if the matter has not been resolved at the informal stage, it may then proceed to the
formal stage of the procedure.

An informal grievance may be raised verbally or in writing. Informal discussion helps any concerns to be
heard, responded to and appropriate action to be taken as soon as possible.

Where appropriate, the line manager will inform the Headteacher that a grievance has been raised informally
and mediation will be arranged where appropriate.



The line manager will keep a record, showing the date and time of the meeting and briefly stating what was
discussed and the outcome/action taken, where appropriate. The record should be stored securely and be
kept separate from personal files.

Where raising the grievance informally and/or mediation have been unsuccessful, the matter should be raised
through the formal grievance procedure.

5.2 Mediation

If the grievance is not resolved to the satisfaction of the employee in an informal way, the parties involved may
undertake mediation. Mediation may also occur at any other point in the procedure. The formal procedure
must be suspended if mediation takes place.

If the grievance rests against either a senior member of staff or the Headteacher it would be sensible for the
parties to consider mediation at an early stage.

If mediation is necessary, the Headteacher/Chair of Governors will contact the Academy’s HR Team for
advice about the process and how mediation can be arranged, if appropriate.

Mediation can take many forms, including using a third-party facilitator.

All parties involved will be informed by the Academy’s HR Team within 10 working days of requesting
mediation, as to the way in which mediation intends to proceed.

If, at any point, any party becomes dissatisfied with the approach the mediator is taking, the formal grievance
procedure may be started or resumed. Mediation should not extend over more than 1 calendar month unless
all parties agree that a longer time span can apply.

5.3 Formal stage

Where raising the grievance informally and/or mediation have been unsuccessful, the employee should raise
the matter formally with the Headteacher. This should be done in writing and should set out the nature and
grounds of the grievance and what the desired outcome would be.

The Headteacher (or representative from the Senior Accountability Team) should meet with the employee to
hear the grievance within 10 working days of receiving the grievance (depending on the availability of those
involved).

The employee will be notified in writing of the date, time and venue for this meeting. The letter will inform the
employee that they can attend accompanied, if they wish, by a trade union representative or a work colleague.
The letter will inform the employee of who will attend the meeting and who will make the decision. A copy of
this policy will be enclosed.

At the meeting, the employee will be given the opportunity to explain their grievance and how they think it
should be resolved. A note taker for the Headteacher (or representative from the Leadership team) may
attend.

The meeting may be adjourned. Examples of reasons to adjourn:

To consider and make their decision.

To allow time for mediation between the parties.

To allow more information to be obtained.

To allow for investigation (which would normally be undertaken by the person considering the
grievance).

In order to continue on another day.

e In order for the Headteacher (or representative of the Leadership team) to invite another party to the
meeting, depending on the circumstances of the case (Advice is available from the Schools HR
Team).

After the Headteacher (or representative of the Leadership team) has adjourned to consider and make their
decision, they will reconvene the meeting and announce their decision and do one or more of the following:



e Discuss with the employee ways in which the grievance may be resolved.

e Announce their views on the way in which the grievance should be resolved and the action to be
taken.

e Provide an explanation that no action will be taken, together with reasons for this outcome.

e Action an alternative reasonable way forward.

Within two working days of the meeting (or as soon as practicable thereafter), the Headteacher (or
representative from the Leadership team) will confirm to all parties in writing their decision on the grievance,
reasons for the decision, who attended and who made the decision. Where appropriate, the letter will set out
what action will be taken to resolve the grievance. The letter will also inform the employee of their right of
appeal.

5.4 Appeals

The grievance appeal may be instigated if the aggrieved employee feels that their grievance has not been
satisfactorily resolved or that the grievance procedure was incorrectly operated.

The appeal must be submitted in writing to the Clerk to the Board of Directors within 10 working days of the
date of receipt of the outcome letter. The letter must clearly state why the original decision is being appealed
and should include:

e What the grounds for the appeal are.
e What the employee's desired outcome is.

If the grounds for the appeal are not clearly stated in writing, the employee will be contacted to provide further
information in order for the appeal hearing to be arranged.

The Appeal Committee will meet with the employee to hear the appeal. The appeal will normally be held
within 20 working days of receiving the appeal letter, depending on the availability of those involved.

The Appeal Committee will be made up of a minimum of three members of the Board of Directors, one of
whom shall be the Chair or Vice-Chair. In no case will the persons considering the appeal have had any
involvement in decisions taken previously in the process.

The employee will be notified in writing of the date, time and venue for the appeal. The letter will inform the
aggrieved employee that they can attend accompanied, if they wish, by a trade union representative or a work
colleague. The letter will inform the employee of who will attend the appeal and who will make the decision.

The Clerk to the Board of Directors will act as secretary to the Appeal Committee. The Clerk to the Board of
Directors may invite other parties to the appeal depending on the circumstances of the case. Advice is
available from the academy’s HR Team.

At the appeal, the employee will be given the opportunity to explain their case. The appeal may be adjourned.
Examples of reasons to adjourn:
e To consider and make their decision.
To allow time for mediation between the parties.
To allow more information to be obtained.
To allow for investigation (which would normally be undertaken by the Chair of the Panel).
In order to continue on another day.

After the Appeal Committee has adjourned to consider and make their decision, they will reconvene the
appeal and announce their decision and where appropriate, set out what action will be taken to resolve the
grievance. The decision of the Appeal Committee and reasons for the decision will be confirmed in writing to
all parties involved within two working days of the appeal (or as soon as practicable thereafter). Where
appropriate, the letter will set out what action will be taken to resolve the grievance. The letter should confirm
to the employee that once the grievance procedure, including the appeal has been exhausted, this is the end
of the internal procedure.



5.5 Support

An employee is strongly advised to contact their Trade Union or another party for support or advice. At any
point in the procedure the employee may be accompanied by a trade union representative or a work
colleague. This will be recommended to the individual at the formal meeting and appeal.

Where an employee has difficulty expressing themselves because of language or other difficulties, they may
like to seek help from a trade union representative or a work colleague. The employee should inform the
Manager/Headteacher where appropriate and arrangements will then be made if necessary.

When anyone with a disability is involved in the grievance procedure, reasonable adjustments should be
made where necessary.

Employee Assistance Programme (EAP): Information regarding the EAP provision is provided in Appendix 3.

Teachers also have access to the Teacher Support Network on 08000 562 561 or www.teachersupport.info

6. Record keeping

Records should be kept in accordance with paragraph 5 of Appendix 2. Appendix 2 provides important
information for grievance meetings and appeals.

7. Monitoring arrangements

This policy will usually be reviewed every two years, but can be revised as needed from time-to-time. It will be
reviewed by the Senior Accountability Team and Directors in line with PCC policy.

This policy will be approved by the Board of Directors.

8. Links with other policies
This policy links with our policies on:
e Complaints Policy
e Equality Policy
e GDPR Policy
e Staff capability policy
e Staff code of conduct (Behaviour Policy)

¢ Mental Health and Wellbeing Policy


http://www.teachersupport.info/

Appendix 1: PCC Grievance Procedure Flowchart
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Appendix 2: Guidance — Important Information for grievance meetings and appeals

1.1.

1.2.

1.3.

1.4.

2.1.

2.2.

2.3.

2.4.

3.1

3.2.

3.3.

3.4.

3.5.

TIME LIMITS FOR MANAGEMENT RESPONSE TO A GRIEVANCE

Time limits for a management response are included within the formal procedure. This is to
reinforce the need to deal with a grievance as quickly as possible, so that the employee is able to
return to full concentration on work duties.

Meetings should take place without unreasonable delay, with consideration to the timings given
within the procedure. Arrangements may need to take into account the working patterns of all those
involved in the case. For example, employees who work term time only or the availability of
Governors or Trade Union representatives.

In some instances, investigation is needed and this may lengthen the process. Some grievances
will take longer to be dealt with in sufficient depth.

Timescales may be varied by mutual agreement in exceptional circumstances.

MEETINGS

Meetings should be arranged to start at a reasonable time of the day. Enough time should be
allocated.

Time limits should be discussed at the beginning of the meeting to ensure that all parties act to the
best of their ability. Very long days should be avoided and meetings should not continue into late
evening if possible.

If a meeting is arranged for a potentially complex case, rooms should ideally be booked for 2 days.
The 2 days should where possible be consecutive days or as close together as possible to ensure
continuity of the meeting.

Refreshments should be arranged in advance and breaks should be allocated if necessary.

ATTENDANCE AT A GRIEVANCE MEETING

If a meeting is arranged, the employee raising the grievance should make every effort to attend the
meeting.

If a representative of the employee raising the grievance is unable to attend a meeting, the
employee may offer an alternative date as long as it is reasonable and is no longer than 5 working
days after the original date. The Headteacher/Clerk will postpone the meeting once for this reason
and rearrange to this alternative date where possible.

If an employee who is raising the grievance does not attend a meeting, the school should find out
the reason for the non-attendance and rearrange the meeting. The number of times the meeting
should be rearranged depends on the circumstances of the case. The Schools HR Team can
provide advice regarding this, which may include seeking medical advice from the Occupational
Health Team.

It may be suitable to gain advice on whether the employee who is raising the grievance is fit to
attend a meeting, although not fit to attend work.

It is also important to consider the Equality Act and the duty of reasonable adjustment in relation to
non-attendance at meetings.



4.1.

4.2.

4.3.

5.1.

5.2

5.3.

5.4.

5.5.

5.6.

5.7.

INVOLVEMENT OF OTHER PARTIES

Where necessary, investigation will occur in order to establish the facts of the grievance being
raised.

In certain cases, it may be appropriate to allow other parties to attend the grievance meeting,
where their contribution may help those making the decision to understand the issues being raised.
However, in most cases it will not be necessary for them to attend the grievance meeting, as the
issues in the grievance will have been established during the investigation process.

If the employee wishes to invite another party to a meeting, they should inform the
Headteacher/Clerk to Governors and the request will then be considered on a case by case basis.

The Schools HR Team can provide advice to the Headteacher/Clerk to Governors.

RECORD KEEPING FOR ALL GRIEVANCES RAISED

The school must keep records of all informal and formal grievances raised. The records should be
stored by the school securely and be kept separate from personal files.

In relation to a formal grievance, the record should include the nature of the grievance raised, a
copy of the written grievance, the response to the grievance and any action taken with reasons,
details and outcome of an appeal if appropriate and any subsequent developments. One full pack
and all notes taken during the meeting/appeal must be kept.

A copy of any formal notes or minutes should be given to the employee.
A copy of the outcome letter should be kept on the individual employee's personal file in school.

A copy of the outcome letter should be sent to the Schools HR Team to be held on the personal file
held in the Schools HR Team.

All records and minutes should be treated as confidential and be kept in accordance with the Data
Protection Act 1998.

Personal files and records should be kept for 25 years after termination of employment.

© Portsmouth City Council (November 2016)

All rights reserved. No part of this publication may be reproduced, stored in aretrieval system, or
transmitted, in any form or by any means, electronic, mechanical, Photocopying, recorded or
otherwise, except in accordance with the provisions of the Copyright, Designs and Patents Act 1988,
without the prior written permission of the Director responsible for HR (or delegated officer).



Appendix 3: Employee Assistance Programme — Spectrum Life

At Freemantle CE Community Academy we subscribe to the Employee Assistance Programme (EAP)
Spectrum Life.

Spectrum Life; https://freemantlececommunityacademy.spectrum.life/eap

.Jife

Our Employee Assistance Programme (EAP) is a confidential programme at no additional cost that provides
you and your family members with immediate help and support in managing whatever work or personal issues
you are facing.

We offer unlimited access for you and your family, to a telephone helpline, available 24 hours a day, 7 days a
week, 365 days a year

Call us in the UK on: +448081962016
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