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Rosewood Free School 

GRIEVANCE POLICY AND PROCEDURE 

 

Purpose of this policy 
Rosewood Free School recognises that from time to time employees 
may wish to seek redress for grievances relating to their employment.  
The primary purpose of this policy and procedure is to encourage free 
communication between employees and their managers to ensure that 
questions and problems arising during the course of employment can 
be aired and, where possible, resolved quickly and to the satisfaction of 
all concerned.  
 
Although it may not be possible to solve all problems to everyone’s 
complete satisfaction, Rosewood Free School will deal objectively and 
constructively with all employees grievances. Anyone who decides to 
use the procedure may do so with confidence that their problem will be 
dealt with fairly.  
 
The Grievance policy and procedure is not a substitute for effective day 
to day communication.  Employees must aim to settle most grievances 
informally with their Line Manager.  It is anticipated that most 
grievances will be resolved through informal discussion and the normal 
management channels without the need to invoke the formal grievance 
procedure.  However, if a grievance cannot be settled informally, the 
employee must raise it formally with management, by invoking the 
following procedure. 
 

Who is this policy for; 
All school paid staff except teachers.  

 

Step 1 – Raising a Grievance 
After all informal avenues have been exhausted without success the 
employee must raise his or her grievance with the Headteacher.  If the 
grievance is with the Headteacher the employee must approach the 
Deputy Headteacher who will liaise with the Chair of Governors.  
 
The grievance must be presented in writing stating the basis for the 
complaint 
 
Rosewood Free School may invoke the grievance procedure if there is 
a suggestion of a grievance in writing. 
 
 

Step 2 – Grievance Meeting 
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On receiving a formal grievance (or invoking the grievance procedure), 
Rosewood Free School will invite the employee to attend a meeting as 
soon as possible, this is usually within five working days.  Rosewood 
Free School will inform the employee of the right to be accompanied by 
a fellow employee or trade union official. 
 
If the grievance is brought against the Headteacher, then the chair of 
governors or a designated governor takes the place of the Headteacher 
at this stage. Such a governor cannot then serve on any appeal 
committee should the matter go to appeal. The chair of governors or 
other designated governor can fulfil this role in addition to any 
involvement 
 
Every effort will be made to convene the meeting at a time which is 
convenient for the employee and companion to attend.  If an 
employee’s companion cannot attend on a proposed date, the 
employee will be asked to suggest another date so long as it is 
reasonable and is no more than five working days after the date 
originally proposed. The five day time limit may be extended by mutual 
agreement.  
 
An employee who is chosen to accompany another in a grievance 
meeting will be entitled to paid time off for this purpose. 
 
The meeting will be heard by a minimum of two people plus a note-
taker. 
 
During the meeting the employee will be asked to explain their 
complaint and say how they think it should be settled.  If the grievance 
concerns another employee’s behaviour, the employee may wish a 
colleague to act as a witness to the behaviour.  If Rosewood Free 
School reaches a point in the meeting where it feels further 
investigation is necessary, the meeting will be adjourned to get advice 
or make further investigation.  Rosewood Free School will give the 
grievance careful consideration before responding. 
 
The merit of any grievance will be assessed on the facts of the case.  
 
Following the meeting and any further investigations Rosewood Free 
School will respond in writing to the employee’s grievance within a 
reasonable time, usually within five days. The employee will be advised 
of their right to appeal.  
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 If it is not possible to respond within five working days the employee 
will be given an explanation for the delay and advised when a response 
can be expected.    

 

 

Step 3 – Appeals 
In the event that the employee feels their grievance has not been 
satisfactorily resolved they may then appeal.  A request for an appeal 
will need to be in writing directly to the Chair of Governors within seven 
working days. 
 
On receipt of the employee’s appeal letter, a member of the Senior 
Leadership Team or a member of the Governing Body (who may not be 
the person to whom the appeal was addressed) will invite the employee 
to attend the appeal meeting and will remind them of their right to be 
accompanied at the appeal meeting.   
 
The same procedure will follow at the appeal hearing as at the 
grievance stage, notifying the employee concerned in writing of the 
decision reached within ten working days. 
 

The decision of the Chair of Governors is final. 
  

Confidentiality 
The grievance procedure will be carried out in confidence, unless 
otherwise agreed with the parties involved, and will not prejudice the 
aggrieved employee’s current employment or future career prospects.  
Some grievances may be of a sensitive or controversial nature and 
therefore a balance must be drawn between the need to preserve this 
confidentiality and the need for informed discussion on the issues 
raised 
 

The right to be accompanied 
Before the hearing takes place, the employee should tell Rosewood 
Free School whom they have chosen as a companion.  
 
The companion will be allowed to address the hearing in order to; 

 Put forward the employee’s case 

 Sum up the employee’s case 

 Respond on the employee’s behalf to any view expressed at the 
hearing 

 The companion and employee can also confer during the meeting 
and can ask witnesses questions 
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 The Companion has no right to answer questions on the 
employee’s behalf, or to address the hearing if the employee 
does not wish it, or to prevent the employer from explaining their 
case.  

 

Former employees wishing to raise a Grievance 
Former employees are able to raise a grievance regarding their 
employment with Rosewood Free School within three months of their 
last day of employment.  When a grievance is raised in this period the 
following modified statutory procedure should be followed: 
 

Step 1 – Statement of Grievance 
The employee must set out in writing their grievance and the basis for it 
to their Line Manager or a member of the Senior Leadership Team. 
 

Step 2 – Response 
Within 28 days of receipt of the grievance Rosewood Free School will 
set out their response in writing and send a copy of the statement to the 
employees home address. 

 

 

Grievances and the Disciplinary process 
Rosewood Free School will decide whether or not to invoke the 
Grievance procedure in parallel to a disciplinary or to adjourn the 
disciplinary proceeding until a grievance has been resolved.   
 
Should it become evident during these proceedings that an allegation 
or evidence or information provided by an employee has been  
knowingly  false, vexatious, malicious and not made in good faith then 
Rosewood Free School may evoke the disciplinary policy. 
 
Where an employee appeals against a disciplinary decision this should 
be taken up in accordance with Rosewood Free School’s separate 
disciplinary appeals procedure.  

 

Monitoring and Evaluation 
It is essential, in the interests of both Rosewood Free School and 
employee, to keep written records during the grievance process. 
 
Records will include:- 

 The nature of the grievance raised; 

 A copy of the written grievance 

 Any investigatory material 

 The employer’s response 
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 Action taken 

 Reasons for actions taken; and 

 Whether there was an appeal and if so, the outcome. 

 

Communications 
This policy will be made available to all staff and will be given to all new 
staff during their induction with the Employees terms and conditions of 
employment in line with the Employment Act 2002.  

 

Other Policies and procedures that should be referred to: 
Disciplinary Policy, Contract of employment, Whistle blowing policy, 
Equal opportunities statement, Diversity Policy.  

 

Appendices 

 

Letters; 

a) Notification of Grievance Meeting 

b) Outcome of Grievance Meeting 

c) Notification of Grievance Appeal Meeting 

d) Outcome of Grievance Appeal Meeting 
 
 


