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Grievance Procedure

1. Purpose and Scope 

1.1 This procedure is designed to resolve individual grievances raised by staff in relation to their employment. It aims to provide a means by which individual grievances can be settled as quickly and as close to the point of origin as possible. 

1.2 The procedure applies to all staff of Elham Pre-School.

1.3 This procedure aims to ensure good practice by applying the standards set out in the relevant sections of the ACAS Code of Practice on Disciplinary and Grievance Procedures. 

2. Principles 

2.1 If a member of staff has a grievance, he/she should first endeavour to resolve the matter informally by a direct approach to and discussion with the other member(s) of staff concerned. If the matter remains unresolved by informal procedures, the formal procedure may be followed.

2.2 At each stage of the formal procedure, individuals have the right, if they wish, to be accompanied by a fellow member of staff, or Trade Union Representative.

2.3 All proceedings and associated documentation must be kept confidential as far as practicable. 

2.4 No member of staff will suffer detriment for raising a grievance in good faith, or for assisting a colleague to do so. 

3 The Informal Process for Raising and Resolving Grievances 

It will often be easier, quicker and more effective to resolve complaints or grievances informally. 

3.1 If a member of staff has a grievance, s/he should first endeavour to resolve the matter informally by a direct approach to and discussion with the other member(s) of staff concerned. 

3.2 A meeting should normally be convened within 5 working days, with another party involved to conciliate the meeting even though it is not formal at this stage, to ensure fairness.

3.3 The member of staff should explain the nature of the grievance and both parties should seek a resolution. This is best achieved by means of an open and constructive discussion in which both parties are willing to understand the other’s point of view. 

3.4 The informal procedure does not preclude the parties from agreeing to meet on a second or subsequent occasion, nor, where the parties are in agreement, from approaching a third party for advice or assistance in arriving at a resolution. 

3.6 If the matter remains unresolved the formal procedure may be followed. 

4. THE FORMAL PROCEDURE 

4.1 All parties to Formal Procedures will aim to reach a just and reasonable resolution and the operation of the procedure will be consistent with this objective, and determined by the person hearing the Grievance in each case. 

4.2 At each stage of the formal procedure, a hearing will normally be convened within 15 working days, and the member of staff will be reminded of his/her right to be accompanied.

4.3 The formal stages of the Procedure: 

4.3.1 Stage 1. If the matter is not resolved informally, the member of staff may raise the grievance with his/her line manager or another appropriate senior member of staff. 

4.3.2 Stage 2. If the matter remains unresolved following Stage 1, the member of staff may raise the grievance with the Chairperson, or if the Grievance concerns the Chairperson then another committee member.   This should be made in writing, stating reasons for raising the grievance and the action that was taken to resolve informally. 

4.3.3 Stage 3. The Chairperson or other committee member will confirm in writing the decision reached to those concerned and the reasons for the decision. This decision will be final. 

4.4 At each stage the person hearing the grievance will write to confirm the outcome within 10 working days. If this is not possible s/he will write to the member of staff with an explanation for the delay and will indicate when a response will be given. 
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