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Employee and Line 

Manager meet to 

resolve grievance 

informally

Grievance 

Resolved 

5 Working Days

Grievance Not 

Resolved

End of Process

Head Teacher to prepare a Grievance pack 

which will include: Copy of the grievance 

form(s), witness statements and Investigation 

report. 

(HT to facilitate an Investigation Officer if 

necessary)

Copy To: The employee, Trade Union Rep. 

Formal Meeting

(Heard by the 

Hearing Officer)

15 Working Days

Information Sharing 

(Grievance pack should be 

given to the Employee, Trade 

Union Rep 5 Days before the 

meeting)

5 Working Days

STAGE 1: 

FORMAL 

PROCEDURE

Grievance 

Resolved 

STAGE 2: 

APPEAL 

PROCEDURE

10 Working Days

Employee to forward Appeal Form to 

Designated Officer (As stated in the 

Stage 1 Formal outcome letter)

Grievance Not

Resolved

Employee raises 

INFORMAL 

GRIEVANCEwith 

Line Manager 

Appeal hearing pack  prepared by the 

school. (To include: Grievance Pack, 

Appeal form, Stage 1 Outcome Letter 

and any other relevant documents) 

20 Working Days

Appeal Meeting

Heard by Employee 

Grievance 

Committee(Panel 

of 3 Governors)

5 Working Days

Stage 2 Appeal 

decision conveyed 

to the employee
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Stage 2 Appeal decision conveyed to the employee


Employee and Line Manager meet to resolve grievance informally


Grievance Resolved 


5 Working Days


Grievance Not Resolved
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