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Staff Grievance Policy and Procedure 
 
Aim 
 
School’s Out Henleaze will maintain a well-motivated, highly skilled and professional staff 
team. However, occasionally action will need to be taken to encourage improvement in 
individual behaviour and performance.  
 
The scheme will provide a fair and consistent method of dealing with disciplinary incidents. 
Our aim is always to support and encourage staff, while promoting good employment 
relations.  
 
Dealing with Grievances Informally 
 
If you have a grievance or complaint about your work or someone you work with you should 
start by speaking with your manager wherever possible. You may be able to agree a solution 
informally between you. 
 
Formal Grievance 
 
If the matter is serious or you wish to raise it formally you should put the grievance in writing 
to your manager. You should keep to the facts and avoid language that is insulting or abusive. 
If your grievance is against your manager and you feel unable to approach them, you should 
raise it with the Committee Chair or Staff Liaison. 
 
Grievance Hearing 
 
Your manager will call you to a meeting, usually within 5 working days, to discuss your 
grievance. You have the right to be accompanied by a colleague or trade union representative.  
 
After the meeting your manager will give you a decision in writing, usually within 24 hours. 
If the manager needs more information before making a decision, they will inform you of this 
and the timescale. 
 
Appeal 
 
If you are unhappy with the decision on your grievance you can raise an appeal. You should 
tell your manager. 
 
You will be invited to an appeal meeting, normally within 5 working days, with a more senior 
manager (or the owner). You have the right to be accompanied by a colleague or trade union 
representative. 
 
After the meeting the manager (or owner) will give you a decision, usually within 24 hours. 
The manager’s (or owner’s) decision is final. 
 


