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POLICY STATEMENT
The Education Alliance (the Trust) has a vision based on seeking excellence through
inspirational leadership, teamwork, innovation and challenge we work to ensure that all of us
achieve our best. Our values are:
•
Working together for students
•
Generating ideas and sharing outstanding practice
•
Promoting independence and interdependence
•
Encouraging questioning, feedback and challenge
The Trust has four guiding principles:
•
Believe in the team
•
Focus on learners to drive decisions
•
Keep it simple, do it right
•
See it, own it, make it happen
The Trust believes that all employees should be treated fairly and with dignity and respect. If
an employee is unhappy with the treatment they have received or about any aspect of their
work they should discuss the matter with their line manager, who will attempt to resolve the
matter on an informal basis. If the employee feels unable to discuss the matter with their line
manager they should approach the HR Department who will discuss ways of dealing with the
matter with them.

1. PURPOSE AND SCOPE
The Trust encourages employees to attempt to resolve issues informally wherever possible.
It is acknowledged that this may not always be possible and where attempts to resolve matters
informally do not work, employees may raise a formal grievance under this procedure. A
formal grievance should be concerned with the way in which the employee believes they have
been treated by the Trust or the school in which they work, or managers acting on its behalf,
or about any aspect of their work. If the complaint relates to bullying or harassment on the part
of a colleague, the matter should be dealt with under the Dignity and Respect Policy and
Procedure. Complaints that amount to an allegation of misconduct on the part of another
employee may be investigated and may be dealt with under the Disciplinary Policy and
Procedure.
Grievances may be concerned with a wide range of issues, including the allocation of work,
the working environment or conditions, the opportunities that employees have been given for
career development or the way in which they have been managed. Issues that are the subject
of collective negotiation or consultation will not be considered under the Grievance Procedure.
Complaints that employees may have about any disciplinary action taken against them should
be dealt with as an appeal under the Disciplinary Procedure.
Grievances raised while employees are subject to disciplinary proceedings will usually be
heard only when the disciplinary process has been completed. Insofar as a grievance has any
bearing on the disciplinary proceedings, it can be raised as a relevant issue in the course of
those proceedings.
This policy applies to all employees of the Trust.
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2. ROLES AND RESPONSIBILITIES
The Trust Board is responsible for ensuring this policy is applied fairly and consistently across
the Trust, monitoring the effectiveness of this policy.
The CEO and Executive Principal are responsible for ensuring that staff and others adhere
to this procedure.
The Human Resources Department is responsible for ensuring that all employees are aware
of this procedure. The team will also ensure that this procedure is implemented fairly and
consistently.
Leaders and managers must ensure they implement this procedure fairly and equitably,
seeking guidance, clarification and support as and when required.
All employees are encouraged to seek to resolve issues informally wherever possible,
accessing this procedure when attempts to resolve issues informally have failed to resolve the
matter satisfactorily.
The Local Governing Bodies and Heads of School are responsible for monitoring the
application of this procedure within their respective schools.

3. EQUALITY AND DIVERSITY
The Trust is committed to:
 Promoting equality and diversity in its policies, procedures and guidelines, adhering to
the Equality Act 2010.
 Delivering high quality teaching and services that meet the diverse needs of its student
population and its workforce, ensuring that no individual or group is disadvantaged.
 If any aspect of the grievance procedure causes the employee difficulty on account of
any disability they may have, or if the employee needs assistance because English is
not their first language, the employee should raise this issue with the HR Department
at the earliest opportunity and appropriate arrangements will be made.

4. RIGHT TO BE ACCOMPANIED
Employees have the right to be accompanied by a trade union representative or work
colleague at any grievance meeting or subsequent appeal. At any grievance or appeal
hearing, the employee’s chosen companion will be allowed to address the meeting, respond
on the employee’s behalf to any view expressed in the hearing, and sum up the case on the
employee’s behalf. However, both the hearing and appeal hearing are essentially meetings
between the Trust and the employee, so any questions put directly to the employee should be
dealt with by the employee directly and not their companion.
Where the chosen companion is unavailable on the day scheduled for the meeting or appeal,
the meeting will be rescheduled, provided that the employee and their companion can propose
an alternative time, normally within five working days of the scheduled date.

5. GRIEVANCE PROCEDURE
Mediated Discussion
It may be appropriate for the matter to be dealt with informally by way of a mediated discussion,
depending on the nature of the grievance. If an employee wishes to explore the option of a
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mediated discussion they should contact the HR Department for further information and
advice. Mediated discussions are where an impartial individual uninvolved in the grievance
facilitates a discussion between the relevant parties with the aim of assisting both parties to
reach a resolution. Mediated discussions can only be used where all parties involved in the
grievance agree to try this option.
The individual facilitating the mediated discussion will follow the following format:







Meet with the individuals separately to establish the key issues to be discussed at the
mediated meeting, providing each individual with thinking time, assisting them in
assessing what they might share and hear and how they might respond constructively.
When the facilitator feels each party is ready and prepared to have a positive, calm,
professional and constructive discussion they will facilitate a joint mediated discussion.
The facilitator will open up the meeting, explain the ground rules, structure and format
(e.g. all attendees will remain calm and professional, listen and ensure each party has
air space, adjourn where appropriate, seek to understand the other person’s
perspective with the aim of achieving a satisfactory outcome for both parties).
The facilitator will provide each person with air time with the other person listening and
then responding. Breaks may be required to ensure everyone is able to reflect, listen
and respond effectively.
The facilitator will reflect back, summarise and facilitate an agreed way forward, with a
plan for monitoring and review and the facilitator will write to both parties following the
meeting to confirm the key points discussed, actions agreed (including monitoring and
review) and provide a timeframe for a review to take place, usually around 4 weeks
after the mediated discussion takes place (this may be extended where school holidays
fall within that period).

Recording of Meetings
The employee, or any person acting on their behalf, will not normally be permitted to record
electronically any meeting held by the Trust as part of the grievance procedure. Any breach
of this provision may lead to disciplinary action against the employee, up to and including
dismissal.
However, in certain limited circumstances, the Trust may permit an employee to record the
meeting electronically. For example where the employee is disabled, it may be appropriate as
a reasonable adjustment under the Equality Act 2010. Where the Trust permits the meeting
to be recorded electronically, it will take responsibility for making the recording.
Conducting the Grievance Procedure
The Trust recognises that a formal grievance procedure can be a stressful and upsetting
experience for all parties involved and employees are encouraged to seek additional
confidential support through the Employee Assistance Programme. Everyone involved in the
process is entitled to be treated calmly, professionally and with dignity and respect. The Trust
will not tolerate abusive or insulting behaviour from anyone taking part in or conducting
grievance procedures and may treat such behaviour as misconduct under the Disciplinary
Procedure.
Making the Complaint
The first stage of the formal grievance procedure is for the employee to submit their complaint
in writing. This written statement will form the basis of the subsequent hearing and any
investigations, so it is important that the employee sets out clearly the nature of their
grievance, indicating the outcome they are seeking. If the employee’s grievance is unclear,
the Trust may request further clarification from the employee regarding their complaint before
any meeting takes place.
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Employees are encouraged to use the grievance form to detail and submit their grievance
(Appendix 1). If they would prefer to write a letter instead their letter of complaint should be
headed "Formal grievance" and sent to their line manager. If the employee’s complaint relates
to the way in which they believe their line manager is treating them, the complaint may be sent
to the HR Department instead.
Further attempts may be made to resolve the matter informally, depending on the nature of
the complaint. However, if the employee is not satisfied with the outcome, they may insist on
the matter proceeding to a full grievance meeting. Employees are encouraged to speak to
their trade union at the earliest opportunity to enable them to access support, advice and
guidance.
The person hearing the grievance will normally meet with the aggrieved party to ensure they
have a good understanding of the grievance and the outcome(s) the individual is seeking to
resolve the grievance. The meeting will be held as soon as is reasonably practicable. It will
be conducted by a member of the Trust or school’s leadership team and attended by a HR
representative. At the meeting, the employee will be asked to explain the nature of their
complaint and what action they feel should be taken to resolve the matter.
The employee should ensure they attend the meeting at the specified time. If the employee is
unable to attend because of circumstances beyond their control, they must inform the HR
Department as soon as possible. If the employee fails to attend without explanation, or if it
appears they have not made sufficient attempts to attend, the manager hearing the grievance
may be required to investigate and respond to the grievance without meeting with the
aggrieved party.
While the employee will be given every opportunity to explain their case fully, they should
confine their explanation to matters that are directly relevant to their complaint. Focusing on
irrelevant issues or incidents that took place long before the matters in hand is not helpful and
can hinder the effective handling of the grievance. The manager conducting the hearing will
intervene if he/she thinks that the discussion is straying too far from the key issue. The
manager may also intervene to ensure that the meeting can be completed within a reasonable
timeframe, depending on the nature and complexity of the complaint.
Following the grievance meeting it may be necessary to carry out further investigations. If any
evidence is gathered in the course of these investigations, the employee will normally be
advised of this. When the investigation is completed and the manager hearing the grievance
has made a decision, they will arrange to meet with the aggrieved employee again to enable
them to share their decision face-to-face, explain the rationale for their decision and the
evidence they have relied on. They will then write to the aggrieved employee detailing their
decision, the rationale for the decision and the evidence they have relied on to make their
decision, normally within 5 working days of the date of the meeting. In exceptional
circumstances, the evidence given by individuals may have to remain confidential (e.g. child
protection/safeguarding reasons). Where confidentiality is necessary, this will be explained to
the employee and an appropriate summary of the evidence gathered will be given to them.
If the employee is dissatisfied with the outcome, they may submit a formal appeal.
Appeal
The employee’s appeal must be submitted in writing to the HR Department, clearly stating the
grounds of the appeal (e.g. the basis on which the employee says the result of the grievance
was wrong or that the action taken as a result was inappropriate). The appeal must be
submitted within 10 working days of the date of the written notification of the outcome of the
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grievance hearing. An appeal meeting will be arranged to take place within 10 working days
of receipt of the formal appeal, wherever possible.
The employee should ensure they attend the meeting at the specified time. If the employee is
unable to attend because of circumstances beyond their control, they should inform the HR
Department of this as soon as possible. If the employee fails to attend without explanation, or
if it appears that they have not made sufficient attempts to attend, the appeal hearing may
take place in their absence.
The appeal hearing will be conducted by either a member of the senior leadership team, the
Head of School, Executive Principal or CEO, who will consider the grounds the employee has
put forward, assessing whether or not the conclusion reached in the original grievance hearing
was appropriate.
Following the appeal meeting, the employee will normally be informed of the outcome within
five working days. The outcome of the appeal hearing is final.

6. COLLECTIVE GRIEVANCES
If more than one employee has an identical grievance and the employees wish their grievance
to be addressed in the same grievance process, they can submit a collective grievance. All
aggrieved employees must sign the grievance prior to its submission. The colleagues raising
the collective grievance must agree (without any pressure being exerted on staff members to
join the collective process) to do this. They will be entitled to only one grievance hearing and
(if applicable) one appeal hearing. The participating colleagues will be notified individually of
the outcome at each stage of the process. If the participating colleagues do not entirely
voluntarily agree to this arrangement or if their grievances are not identical, the Trust will
arrange to hear their grievances individually rather than collectively.
If the participating colleagues are all members of the same trade union, their trade union
representative can (if they all wish him or her to do so) raise the grievance on their behalf.
Alternatively, the participating colleagues can agree to nominate one of the group to act on
behalf of all of the participating colleagues. If there is no one nominated representative, the
participating colleagues will be entitled to address concerns individually at the grievance
hearing, but they will have no additional right to be accompanied beyond having their
colleagues present. If the participating colleagues wish to be represented by their trade union
representatives on an individual basis, the Trust will arrange to hear their grievances on an
individual basis.
The collective grievance should either be submitted via the Grievance Form (Appendix 1) or
via letter or email headed "Formal collective grievance" and sent to the participating
colleagues’ line manager. If the collective grievance relates to the way in which the
participating colleagues believe their line manager is treating them, the complaint may be sent
to the HR Department instead. The collective grievance should be submitted on one
document and it must:
 identify each of the participating colleagues who wish to raise the grievance;
 identify any nominated trade union representative or work colleague to represent all
participating colleagues;
 state that all participating colleagues have all voluntarily consented to use the collective
grievance procedure; and
 confirm that the participating colleagues understand the grievance will give each of
them the right to only one collective grievance meeting, one identical outcome and (if
applicable) one appeal meeting and one identical appeal outcome.
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If, following the grievance outcome, some employees are satisfied with the outcome and do
not wish to proceed to an appeal, the request for an appeal should clearly identify those
withdrawing from the process and those wishing to pursue the appeal. If only one employee
wishes to pursue the appeal, the Trust's normal grievance procedure will apply to the appeal.

7.

MONITORING COMPLIANCE WITH AND EFFECTIVENESS OF THE POLICY

Effectiveness and compliance of this procedure will be monitored on an annual basis.

8.

REVIEW

This Policy and Procedure will be reviewed annually with recognised trade unions at local
secretary level.
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Appendix 1
The Education Alliance Grievance Form
Please take a copy of this form for your own records prior to submission. Once
completed, please submit this form to either your line manager or the HR Department.
You are also encouraged to contact your trade union at the earliest opportunity to
enable you to access their support.
Employee name:

Signature:

Job Title:

Date:

School:
Department:
Line manager:
Detail your grievance (you may continue on a separate sheet where necessary to
enable you to provide full details of your grievance).

What action has already been taken to resolve your grievance? Who has been
involved and what was the outcome?

Please detail the action(s) you feel would resolve your grievance to your satisfaction.
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Appendix 2
The Education Alliance Grievance Procedure
Grievance Submitted

Informal resolution (e.g.
mediated discussion)
Resolved
Leader meets with aggrieved
employee

Employee remains
dissatisfied and seeks
formal resolution

Investigation undertaken where
appropriate

Leader makes a decision and
meets with aggrieved
employee to share the decision
and rationale

Leader writes to aggrieved
employee with outcome,
normally within 5 working
days of the meeting
Resolved
Senior leader hears the
appeal, normally within 10
working days of receipt of the
appeal, which includes
reviewing the case and
potentially investigating

Employee remains
dissatisfied and submits an
appeal within 10 working days
of the date of the written
outcome notification

Senior leader meets with the
aggrieved employee to share
the decision and rationale and
writes to confirm the decision
within 5 working days of the
date of the meeting
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