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Introduction 

This policy applies to all employees of Spencer Academies Trust. The Trust Scheme of Delegation outlines the 
delegated responsibility and levels of authority for managing HR matters and for decision making at the hearing and 
appeal stages of this policy. 
 
The power to consider employees’ grievances has been delegated to the Principal in collaboration with the Chief 
Executive.   Throughout this policy, ‘Principal’ refers to the person outlined in the table of delegated authority as 
set out in the Trust Scheme of Delegation in force at the date of adoption of this policy.  The Principal or their 
appointed representative will be responsible for managing the procedures and will appoint an appropriate manager 
to investigate the grievance. 
 
This policy has been developed taking into account the requirements of both education and employment law and 
recognises the guidance set out in the ACAS code of practice on discipline and grievance in force at the date of 
adoption of this policy.  The policy provides a fair method of dealing with alleged failures to observe standards of 
conduct within the Trust. 
 
Employee having a grievance related to their employment must follow this policy and grievance raised outside of 
this policy will not be considered. We aim to resolve grievances as close to the source of the grievance as possible 
however some cases may take time to investigate given their complexity. Where this is envisaged, the time limits 
given below may be extended.  Unless there are exceptional circumstances a grievance cannot be raised if the event 
or issues complained of occurred more than 3 months ago. Employees considering accessing the grievance policy 
should consider whether this is the correct pathway for resolution of their concerns. 
 
For interpersonal challenges or concerns relating to a line management relationship, the Anti-Bullying and 
Harassment Policy should be considered as an alternative.  
 
The purpose of the Grievance Policy is to provide a mechanism for resolution of an action by management which 
may constitute unreasonable or unfair practice, including within the work environment.  
 
No grievance will be considered solely on the grounds that other formal action is being taken against an employee, 
nor can this policy be used to frustrate action already being taken under other Trust policies, for example discipline, 
capability or attendance. It is an expectation that employees should work positively to resolve a grievance registered 
within the workplace, including complying with offers of informal resolution, mediation and using their best 
endeavours to restore good working relationships once a grievance has been resolved.  
 
Guidance on managing grievance procedures is available from the Trust Central HR Team who must be consulted 
before commencing these procedures. 
 



Issues that should not be received under the Grievance Policy 
 
The Trust recognises that a small proportion of reported grievances will be constituted in such a way as to make 
use of the Grievance Policy inappropriate. This includes: 

 Complaints that are ‘trivial’: for example, ‘He never says good morning to me.’ 

 Complaints that are vexatious: for example, a member of staff raising a grievance every few weeks; using 
the Grievance Policy to raise issues which have been addressed or where it is unreasonable to expect SAT 
to be able to resolve a registered concern. (For a full list of grounds that may be considered as vexatious 
when considering reported concerns, see also: SAT Complaints Policy). This will particularly apply where 
there are grounds to believe that the employee has raised a grievance to inconvenience or frustrate the 
reasonable aims and working practice of SAT. 

 Grievances that are unduly personal in nature or which ought properly to have been registered under the 
Trust Anti-Bullying and Harassment Policy: for example, registering a grievance against a named colleague 
for actions properly carried out in their role. 

 Grievances that should be addressed by the disciplinary procedure or regarding promotion which should 
be addressed by the Pay Policy.  

 

Stage one (informal) 
 
Most grievances can be resolved quickly and informally there is therefore an expectation that initial concerns will 
ordinarily be reported at an appropriate level of delegation with the Trust/Academy and discussion with the 
appropriate line manager, and that this avenue will be considered prior to escalation to formal grievance being 
considered.   The employee should, in the first instance, discuss the grievance with their line manager or other 
appropriate senior manager indicating their preferred resolution.  
 
It is an expectation that employees will positively comply with any offer of informal resolution including mediation. 
Any malicious or vexatious complaints, or any employee who deliberately provides false information or otherwise 
acts in bad faith as part of an investigation may be subject to action under the SAT Disciplinary Policy. 
 
 

Stage two grievance meeting (formal) 
 
If the employee remains dissatisfied they should submit a formal written notice of the grievance setting out fully 
the nature of the complaint, including any relevant facts, dates and names of individuals involved (see attached 
pro-forma) to the Principal.  This should include an indication of the resolution to the grievance.  
 
A grievance meeting will be arranged, normally within five working days of receiving the grievance. The employee 
may be accompanied by a companion who may be a colleague or trade union representative.  Notes will be taken 
and a copy provided to the employee.   
 
The Principal or their appointed representative will seek to resolve the problem in consultation with other 
employees and including the respondent and trade union representatives, and any witnesses as appropriate. The 
meeting may be adjourned to carry out further investigations, after which the meeting may need to be reconvened. 
The Principal or their appointed representative will then, following the meeting, respond in writing to the grievance 
within 5 working days. If the employee is dissatisfied with the response they are entitled to move on to Stage Three 
of the procedure. 

 

Stage three appeal (formal) 



 
Employees may make an appeal in writing within five working days of the date of the written confirmation of the 
outcome, stating the grounds of their appeal in full.  Appeals may be heard by the Trust Chief Executive or their 
appointed representative.  
 
Appeals heard will be arranged without unreasonable delay and, where possible, at an agreed time and place. The 
same arrangements for notification and right to be accompanied by a companion apply as with other formal 
meetings.   Notes will be taken and a copy provided to the employee.   
 
The employee will be informed in writing of the results of the appeal as soon as possible. There is no further right 
of appeal under this or other trust policy. 

 

Grievance notification form 
 
Employees are encouraged to seek a remedy through informal discussion. Where this does not result in a resolution 
of the grievance this form is for use by employees to record their grievance in order to avoid any misunderstanding 
and provides for a written response at the formal stage of the procedure and forms part of the documentation 
should it be necessary to move to stage 3 of the procedure. 
 

Sickness and absence during these proceedings  
 
If long term sickness absence appears to have been triggered by the commencement of the procedure, the case 
may be dealt with in accordance with the SAT Attendance Management Policy and may be referred, if appropriate, 
to the occupational health service to assess the employee’s health and fitness for continued employment and the 
appropriateness or otherwise of continuing with formal procedures.   
 



 


