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1. INTRODUCTION

The BASM’s Grievance Procedure provides a mechanism by which employees’
problems or concerns about their work, working environment or working
relationships can be raised and addressed fairly and quickly before they develop
into something more serious.

Employees must be aware that in being provided with a grievance policy, they
must operate within it and continue to fulfil the terms and conditions of their
contract, and the staff code of conduct. Any failure to do so may result in
separate disciplinary action.

Examples of situations which may be the source of problems, and which may be
addressed through the Grievance Procedure are:

e Relationships or treatment at work — an employee can, under this policy raise
problems they may have in their working relationships with colleagues, or with
supervisors/managers that are not appropriate to raise under any other school

policy.

o Lack of management action — if an employee feels they have raised issues,
for example Health & Safety concerns, via the appropriate channels but these
have not been resolved, or there are no plans to resolve them, then it may be
appropriate to raise these under this policy.

e Discrimination, harassment, and bullying issues.

Some complaints about employment fall outside the scope of the Grievance
Procedure and require different treatment:

o Disciplinary issues are dealt with under the Disciplinary Policy and Procedure.

o Grading/Salary issues are dealt with separately by the relevant Committee of
the Governing Body.

e Contractual issues around salary, accommodation, pensions, should in the first
instance be referred to The Bursar.

2. SCOPE
This policy and procedure apply to all employees of the School.
3. AIMS

The School aims to ensure that employees with a grievance relating to their
employment have access to a procedure which will help to resolve the problem
quickly, fairly, and as close to the source of the problem as possible.



4. POLICY

The procedure should be used as a framework and should not inhibit constructive
discussion. Employees should aim to settle problems informally with their
colleagues and/or manager, where possible.

If this approach is not practicable or the approach fails to resolve the problem,
the employee should discuss with a senior member of staff or Head who should
endeavour to resolve the problem personally.

If the problem cannot be settled informally then the formal grievance procedure
at section 5.0 should be used.

If the employee is aggrieved about more than one issue, the procedure allows
for these to be raised and, where appropriate, dealt with at the same time.

In some circumstances a grievance may apply to more than one employee. In
such cases the group will be required to select one member to represent the

group.

In circumstances where an employee raises a grievance during a disciplinary
procedure the Head may consider suspending the disciplinary process for a short
period of time (no longer than 2 weeks) to investigate the grievance should the
grievance be that:

e The employee is dissatisfied with the handling of the matter.
e The disciplinary action may amount to discrimination.
¢ The true reason for the disciplinary action is not that given by the manager.

In circumstances where an employee raises a grievance during a disciplinary
procedure related to the employees conduct and/or capability then the
disciplinary procedure will continue, and the employee’s complaint/grievance will
be dealt with as part of the ongoing disciplinary investigation.

5. FORMAL PROCEDURE

Employees should state in writing the basis of their grievance to the Head, unless
the grievance is against the Head, in which case it should be put in writing to
the Chair of the Advisory Board.

The Head, or nominated person, should respond in writing to the employee
within 5 working days inviting the employee to a meeting to discuss the issues
raised (5 working days’ notice should be given).

This meeting should be held as soon as possible ideally within 10 working days
of the date of receipt of the grievance. Wherever possible the meeting should be
arranged at a mutually convenient time, however the employee must take all
reasonable steps to attend the meeting once it is arranged. (Should the



grievance be raised during a disciplinary process then the timescales may
change. A representative from Human Resources will attend the meeting to
advise on procedure, if required.

The meeting should proceed in accordance with the procedure for grievance
meetings (Appendix A).

The Head, or nominated person, must respond in writing to the grievance within
5 working days of the meeting explaining the findings and outcome in relation
to each allegation made. The letter should make the employee aware that if they
feel that the matter has not been resolved or the timescales have been exceeded
without reasonable cause or communication, then they may take the matter to
Stage 2 (Appeal).

If it is not possible to respond within the specified time (e.g., because the
circumstances require further information to be collected) the reason for the
delay should be explained to the employee and informed when a response can
be expected.

Should the grievance be considered a potential disciplinary issue then a decision
may be taken to move into the disciplinary procedure and a formal investigation
under the disciplinary procedure will take place. Should this be the case the
outcome of the grievance will be communicated following the outcome of the
investigation and disciplinary process. However, the employee who raised the
grievance will not be informed of any action taken against individuals because
of the disciplinary process.

Stage 2 (Appeal)

If, after Stage 1, the employee is dissatisfied with the response received or if
the timescales have been exceeded without reasonable cause or communication,
the employee should be allowed to appeal to the Advisory Board. This must be
done in writing and sent to the Head within 10 working days of the date of the
letter informing them of the outcome of the Stage 1 meeting, giving the specific
reasons for the appeal.

The Head / Chair of the Advisory Board should invite the employee, in writing,
to attend an appeal hearing (in face or virtual) and should inform the employee
of his/her right to be accompanied by a colleague.

The appeal hearing will be arranged as soon as practicable, and the employee
will receive a minimum of 10 working days’ notice. This period may be reduced
only by mutual agreement.

The person who made the decision at stage 1 will be required to produce a
report, including the original grievance letter and the outcome, and to attend
the appeal hearing.

An appeal panel formed from the Governing Body, with advice from Human
Resources, should hear the case, and inform the employee of their decision



within 5 working days of the hearing. If it is not possible to respond within the
specified time period, the employee should be given an explanation for the delay
and told when a response can be expected.

The Appeal Panel’s decision is final, there will be no further right of appeal.

Records

Information regarding the grievance raised and the employer’s response, any
action taken and the reason for action taken and the outcome of any appeal, will
be kept on the relevant personal files held in the School.

Non-attendance at a Meeting or Hearing

If the employee is unable to attend the arranged meeting due to circumstances
beyond their control and which were not foreseen when the meeting was
arranged, such as illness, then a further meeting should be arranged.

Where the employee’s representative is unavailable and an alternative date/time
is suggested, this must be within 5 days of the original date unless both parties
agree otherwise.

If the employee has been invited to attend two meetings and, on both occasions,
has not attended due to unforeseen circumstances then the manager may decide
the outcome in their absence. The employee should be notified that if they do
not attend the second meeting decisions may be made in their absence or the
grievance may be treated as withdrawn.

Former Employees

Grievances raised by former employees will be dealt with on a case-by-case
basis.

Equality Statement

The Grievance Policy applies to all employees irrespective of age, disability,
marriage and civil partnership, pregnancy and maternity, race, religion or belief.

In circumstances where the grievance is regarding the Head a member of the
Governing Body will replace the role of the Head throughout this procedure.

Outline Procedure for the Grievance Meeting

The Head or nominated person, should make introductions as necessary, and
then -

e invite the employee to re-state their grievance and perhaps indicate how they
would ideally like to see it resolved.



» the Head, or nominated person, can then ask questions or clarify any issues
raised by the employee. Remember that a grievance meeting is not the same as
a disciplinary hearing and is an occasion when discussion and dialogue may
produce the answer.

« the Head, or nominated person, can then respond to the grievance and give
the employee opportunity to ask any questions.

e the Head, or nominated person, may need to consider whether, after hearing
the issues, it might be useful to adjourn —it might be necessary to check details,
explore possibilities with other senior staff about the resolution of the grievance,
or take advice from Human Resources.

Following the meeting the Head, or nominated person, should respond to the
employee’s grievance, in writing, within 5 working days of the meeting and
advise the employee of the right to take the grievance to stage 2 (appeal). If it
is not possible to respond within this timescale (because further information
needs to be collected) the reason for the delay should be explained to the
employee and an indication of when a response can be expected.
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APPENDIX A

Grievance Appeal Procedure

A governor not previously involved with the initial decision will hear the appeal
with advice from a Human Resources representative.

Papers to be submitted by either party should be sent to the Chair of the appeal
at least 5 working days prior to the appeal. The Advisory Board member will
then ensure all parties receive all documents at least 3 days prior to the hearing.

The procedure for the appeal hearing will be as follows:
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9.

The employee and/or representative shall state the case.

The Head may ask questions of the employee and/or colleague.
Governors may ask questions of the employee and/or colleague.

The Head shall state the case.

The employee may ask questions of the Head.

Governors may ask questions of the Head.

The employee will have the opportunity to sum up his/her case if he/she
wishes.

The Head will have the opportunity to sum up his/her case if he/she
wishes.

The employee, colleague and Headteacher withdraw.

10. The Governor(s) will deliberate, recalling employee and colleague and

Head only if clarification of evidence already given is required. In such
instances both parties should be recalled even though clarification may be
required from only one side.

11. The governor(s) shall announce its decision to both sides unless further

time for deliberation is needed, in which case both sides will be informed of
this and the decision advised in writing.

12. The decision of governors will be notified to both sides in writing within 5

working days of the appeal hearing. If it is not possible to respond within
this timescale the employee should be explained the delay and when a
response can be expected.

13. The decision of the governors is final.



