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1.  Introduction 

ELSS understands that there may be times when a member of staff feels the need to raise a 
concern about a certain aspect of their employment. In most cases, we would expect any such 
concern to be resolves informally through honest and open discussion with management and/or 
leadership. At a more formal level, the Grievance Policy process enable a member of staff to raise 
a concern about any aspects of their employment.  

2. Key principles  

The following principles are at the core of this policy. These include:  

• All matters will be handled fairly, objectively and in a timely manner  
• Proper consideration will be given to who is the most appropriate person to hear 

the grievance  
• A decision will only be made when all issues have been reviewed  
• Employees will have the right to be accompanied by either a trade union 

representative or a work place colleague at any meeting forming part of the formal 
process 

• In all formal cases a written statement will be sent to the employee stating the 
decision. 
 

3. Informal grievance procedure  

Where possible it is advised and recommended that all grievances should be resolved with an 
informal procedure. These can generally be resolved quickly through informal discussions 
between the employee and their line manager or equivalent, as he/she in most cases is best 
placed to deal with the grievance. If the grievance is about your line manager, or you feel unable 
to speak with your line manager, you should speak informally to a member of the SLT.  

4. Formal grievance procedure  

When an informal grievance cannot or has not been resolved to the employee’s satisfaction they 
can raise a formal grievance. This should be in writing to a member of the SLT or the Principal if 
the grievance is about an SLT member. The written grievance should set out the nature of the 
complaint, including any relevant facts, dates and names of individuals so that it can be 
investigated.  

The formal meeting will be held as soon as is practicable after receipt of the written grievance. 
The employee will be sent written confirmation of the meeting.  



The purpose of this meeting is to enable the employee to explain the grievance and how they 
think it should be resolved, and to assist the person hearing the grievance to reach a decision 
taking account of all the facts.  

ELSS’s decision regarding the grievance, including any further action that will be taken, will be 
sent to the employee in writing as soon as is practicable after the meeting.  

 

Employees have the right to be accompanied at a formal grievance meeting by either an ELSS 
employee or a trade union representative.  

Employee supporters in a meeting may make representations to ELSS and ask questions, but 
should not answer questions on the employee’s behalf.  

If an employee or their companion cannot attend the hearing they should inform the hearing 
convenor immediately. In such circumstances, the hearing may be rearranged, where possible, no 
later than five days after the date of the original disciplinary hearing.  

5. Appeal 

Should an employee feel that their formal grievance has not been resolved to their satisfaction 
they should appeal in writing, stating the full grounds of appeal, within seven days of the date of 
the letter out the school’s decision.  

Employees will be given reasonable written notice to attend the appeal hearing. The appeal 
hearing will be conducted by another member of the Senior Leadership Team or governor who 
has not previously been involved in the case. Employees have the right to be accompanied at this 
meeting by either an ELSS employee or a trade union representative.  

Following the appeal hearing a final decision will be made and a letter will be sent to the 
employee, detailing this decision, as soon as is practicable. The appeal decision is final and there is 
no further right of appeal.  

 


