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1. Introduction 

i. The Wythenshawe Catholic Academy Trust (referred to hereafter as the 
Trust) is committed to creating a work environment where everyone is 
treated with fairness, dignity and respect. This commitment reflects our 
approach as Catholic Schools and our beliefs in the dignity of the 
individual.     

ii. The Trust values the contribution of all its employees to the effective 
running of the schools and believes that all employees should be treated 
fairly and with respect. Grievances are defined by ACAS as concerns, 
problems or complaints that employees raise with their employers.  

iii. If an individual is unhappy about the treatment that they have received 
or about any aspect of their work, they should discuss this with their line 
manager, who will attempt to resolve the complaint on an informal basis. 
If an individual feels unable to approach their line manager directly, they 
should approach the Trust’s Strategic Resource Officer, who will discuss 
ways of dealing with their complaint with them. 

iv. When it is not possible to resolve the complaint informally, or reasonably 
practicable for the complaint to be resolves informally, or where attempts 
to resolve the complaint have been unsuccessful then it may be 
appropriate to raise a formal grievance. 

v. A formal grievance should be concerned with the way in which you 
believe you have been treated by the Trust or managers acting on its 
behalf, or about any aspect of your work.  

vi. This policy and procedure complies with education and employment 
legislation and nationally negotiated terms and conditions for both 
teachers and support staff. It also takes into account the provisions of 
the Equality Act 2010.  

2. Scope of the Policy 

i. This policy applies to all employees who work at schools within the Trust. 
The schools in the Trust currently consist of St Paul’s Catholic High 
School, St Anthony’s Catholic Primary School, St John Fisher and St 
Thomas More Catholic Primary School and St Elizabeth’s Catholic 
Primary School.  

ii. This policy does not apply to governors, self-employed staff, contractors, 
external consultants and agency staff. If the complainant or alleged 
harasser is not employed by the Trust, then if appropriate and following 
investigations the agency or contractor would be required to remove the 
worker.  

iii. This policy should be read in conjunction with the Trust’s Complaints 
Procedure, Dignity at Work Policy, Disciplinary and Dismissal Policy and 
Procedure, and Equality Policy.  

iv. Unless indicated otherwise, all references to “Governing Body” apply to 
school’s Local Governing Body or Interim Management Board.  
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v. Complaints relating to bullying or harassment should be dealt with in 
conjunction with the Trust’s Dignity at Work Policy.  

vi. Complaints relating to an equality issue should be dealt with in 
conjunction with the Trust’s Equality Policy.  

vii. Complaints an individual may have about any disciplinary action taken 
against them should be dealt with as an appeal under the Trust’s 
Disciplinary and Dismissal Policy and Procedure.  

viii. Grievances raised while an individual is subject to disciplinary 
proceedings will usually be heard only when the disciplinary process has 
been completed. Insofar as a grievance has any bearing on the 
disciplinary proceedings, it can be raised as a relevant issue in the 
course of those proceedings.  

3. Principles 

i. The Trust recognises that anybody may, at some time, have problems 
or concerns about their work, working conditions or relationships with 
colleagues that they may wish to discuss with their line manager. The 
aim of this policy and procedure is resolve problems before they develop 
into major difficulties for all concerned.  

ii. This policy and procedure is intended to deal with complaints of genuine 
concern and substance where no other procedure would be appropriate. 
Individuals who attempt to use this procedure to pursue a personal 
grievance not related to their employment or who raises a vexatious 
claim will be dealt with in accordance with the school’s disciplinary 
procedure.   

iii. The Trust is mindful of its obligations and duties under the Equality Act 
2010 and will be mindful of the protected characteristics in the Equality 
Act (i.e. age, disability, gender reassignment, race, religion or belief, sex, 
sexual orientation, marriage and civil partnership) in the application of 
this policy and procedure.   

4. Roles and Responsibilities  

i. The Trust has delegated the overall responsibility for the effective 
operation of this policy to the school’s Local Governing Body or Interim 
Management Board. The responsibility for the day to day management 
and operation of this policy has been delegated to the Headteacher.  

ii. The Complainant is responsible for submitting their complaint promptly.  

iii. The Respondent should respond to the complaint raised and not any 
other matter unrelated to the original complaint. 

iv. The Investigation Officer should carry out the necessary investigations 
to establish the facts of the complaint and to advise the complainant of 
their findings.  

v. The Appeal Manager or Appeal Committee will consider the grounds of 
the appeal in accordance with paragraph 9iv. 
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5. Defining grievances 

i. A grievance is defined within the ACAS good practice guide as 
“concerns, problems or complaints that employees raise with their 
employers” 

Issues that may cause grievances to be raised are:     

• Terms and conditions of employment; 

• Health and safety; 

• Work relations; 

• New working practices; 

• Working environment; 

• Organisational change; 

• Breach of statutory employment rights; 

• Work related issues such as the allocation of work, the 
opportunities for career development, the way in which an 
individual is managed;    

• Discrimination (see the Trust’s Equality Policy); 

• Bullying and harassment (see the Trust’s Dignity at Work Policy). 

  
ii. Collective grievances may arise where a number of individuals have the 

same grievance at the same time. The initial investigation meeting 
should be held with a representative nominated by the complainants. 
Following the meeting, a decision will be taken on how to approach the 
collection and presentation of evidence.   

6. The right to be accompanied 

i. Employees have the right to be accompanied by a work colleague or 
trade union official of their choice at any meeting dealing with their 
grievance.   

ii. An employee’s chosen companion will be allowed to address any 
meeting and respond on an employee’s behalf to any view expressed in 
the hearing, and sum up the case on behalf of an employee. However, 
the meeting is essentially a meeting between the Trust and an employee, 
and therefore any questions put directly to an employee should be dealt 
with by the employee and not their chosen companion. 

iii. Where the chosen companion is unavailable on the day scheduled for 
the meeting, the meeting will be rescheduled, provided that the 
employee can propose an alternative time within five working days of the 
scheduled date. 

7. Accessibility 

i. If any aspect of the grievance procedure causes an employee difficulty 
on account of any disability that they may have, or if they need 
assistance because English is not their first language, they should raise 
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this issue with the Trust’s Strategic Resource Officer who will make 
appropriate arrangements. 

8. Informal Resolution 

i. Employees will, in the first instance, aim to resolve a complaint informally 
either directly or ask a manager, trade union representative or work 
colleague to make the approach on their behalf.   

ii. An informal complaint should be raised as soon as possible and within 
a reasonable time frame following the matter arising.  

iii. The employee’s line manager will attempt to resolve a complaint 
informally as part of their day-to-day management responsibilities. It may 
be beneficial for the parties involved to explore the informal route to 
encourage them to communicate and agree a way of working together 
for the future. 

9. Formal grievance procedure   

i. Making the complaint 
 

a. The first stage of the formal grievance procedure is for an 
employee, referred to hereafter as the complainant, to put their 
complaint in writing using the pro forma attached to this policy and 
procedure at Appendix A. This written statement will form the 
basis of the formal complaint, subsequent investigations and the 
decision making process, so it is important that the complainant 
sets out clearly the nature of their grievance and indicates the 
outcome that they are seeking. If a grievance is unclear, a 
complainant may be asked to clarify their complaint before any 
meeting takes place.  

b. The complaint should include: 

• The nature of the complaint including what is alleged to 
have occurred, where and when; 

• The reason for dissatisfaction with the informal solution (if 
the complainant has attempted to resolve the matter 
informally);  

• The remedy the complainant  is seeking;  

• Any witnesses to the matter complained about.  

c. A formal complaint should be raised without unreasonable delay 
and in any event, within three months of the incident which gives 
rise to the complaint.  

d. The complainant should send their complaint to their line 
manager or the Headteacher. If the complaint relates to the way 
in which they believe their Headteacher is treating them, the 
complaint may be sent to their Chair of Governors. The person 
with responsibility for investigating the complaint shall be referred 
to hereafter as the Investigating Officer. 
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e. Further attempts may be made to resolve the matter informally, 
depending on the nature of the complaint. However, if a 
complainant is not satisfied with the outcome, they may insist on 
the matter proceeding to a full grievance hearing. 

f. Before proceeding to a full grievance hearing, it may be 
necessary to carry out investigations of any allegations made by 
a complainant, although the confidentiality of the grievance 
process will be respected, wherever possible. If any evidence is 
gathered in the course of these investigations, the complainant 
will be given a copy in advance of the hearing to enable them to 
consider their response. In exceptional circumstances, the 
evidence given by individuals may have to remain confidential. 
Where confidentiality is necessary, this will be explained to the 
complainant and an appropriate summary of the evidence 
gathered will be given to them. 

ii. The Investigation 

a. Upon receipt of a formal complaint, the investigating officer will 
contact the complainant within five school working days to 
arrange a date, time and venue for an initial meeting to explore 
the nature of the complaint. The meeting should take place as 
soon as it is reasonably practicable and the investigating officer 
may be accompanied by the Trust’s Strategic Resource Officer.  

b. The purpose of the meeting will be to clarify the nature of the 
formal complaint and any issues in relation to the information 
submitted on the complaint pro forma.  

c. In the case of collective grievances about the same issue, the 
initial investigation meeting will be held with a representative of 
the complainants. This may be a complainant, work colleague or 
trade union representative.  

d. The complainant will be asked to confirm what they are seeking 
as a resolution and the investigating officer will consider the 
resolution sought by the complainant at this stage if appropriate. 

e. If the investigating officer believes that a full investigation is 
required, an estimated time should be set for completion and 
confirmed to the complainant. The investigating officer will explain 
to the complainant that the details of the formal complaint will 
need to be shared with the person who the complaint has been 
made against, referred to hereafter as the respondent, in order to 
allow them the opportunity to reply.  

f. The investigating officer will interview the respondent and may 
also conduct interviews with other individuals including staff or 
witnesses to the complaint. 

g. The respondent shall be given five working days written notice of 
the investigation meeting advising of the date, time and venue for 
the investigation meeting in writing and be provided with details 
of the complaint made against them. The respondent has the right 
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to be accompanied at the meeting by a work colleague or trade 
union representative.  

h. If the respondent makes counter allegations during the 
investigation process, concerning the same issues raised by the 
complainant, the matter will be investigated as part of the same 
process. If the counter allegations are unrelated to the issues 
raised by the complainant, the issues will be dealt with separately. 

  

iii. The Outcome 

a. Upon completion of the formal investigation, the investigating 
officer will give the matter serious consideration and may wish to 
consider a number of possible options taking into account the 
impact on the complainant, the respondent and the school. 

b. The investigating officer should consider any action that may help 
to re-establish positive working relationships between all parties 
and the complainant and the respondent are expected to agree 
to any resulting recommendations. 

c. The investigation officer may deem it necessary for a hearing to 
take place.  The hearing will be held as soon as is reasonably 
practicable and, subject to any need to carry out further 
investigations.  At the meeting, the complainant will be asked to 
explain the nature of their complaint and what action they feel 
should be taken to resolve the matter. Where appropriate, the 
meeting may be adjourned to allow further investigations to take 
place. 

d. The complainant will be given every opportunity to explain their 
complaint fully and should confine their explanation to matters 
that are directly relevant to their complaint. Focusing on irrelevant 
issues or incidents that took place long before the matters in hand 
is not helpful and can hinder the effective handling of the 
complaint. The investigating officer conducting the hearing will 
intervene if the discussion is straying too far from the key issue. 
The investigating officer may also intervene to ensure that the 
meeting can be completed within a reasonable timeframe, 
depending on the nature and complexity of the complaint. 

e. The complainant will be notified of the outcome of the complaint 
within ten school working days of the conclusion of the 
investigation. 

f. The outcome will be confirmed to the complainant in writing along 
with the reasons for the decision reached. The written outcome 
letter will summarise the findings, will set out any 
recommendations and further action to be taken and will outline 
the right to appeal. 

g. Where the respondent has been interviewed as part of the formal 
investigation process, the written outcome will also be copied to 
them as appropriate. 
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iv. The Appeal 

a. If the complainant, or complainants in the case or collective 
grievances, are dissatisfied with the outcome, there is a right of 
appeal to an appeal manager or appeal committee as 
appropriate. Confirmation of the position will be detailed in the 
outcome letter. 

b. The appeal manager may be the Headteacher or in cases where 
the Headteacher has been involved in the investigation of the 
complaint as the Investigating Officer or where the complaint 
concerns the Headteacher, the appeal will be heard by an appeal 
committee 

c. The appeal committee will comprise three governors from the 
school’s governing body. None of the governors sitting on the 
appeal committee will have had any prior involvement in the 
investigation. 

d. The appeal manager may request the assistance of the Trust’s 
Strategic Resource Officer in connection with the appeal. 

e. Detailed grounds for appeal should be submitted in writing to the 
appeal manager within ten school working days of the date of the 
outcome letter. The complainant should use the Appeal Form 
attached to this procedure at Appendix 2. 

f. When lodging an appeal the complainant should state the 
grounds for the appeal i.e. the basis on which the complainant 
believes the result of the grievance was wrong or that the action 
taken was inappropriate.  Appeals will be considered on the 
following grounds:  

• Procedural irregularities prejudiced the outcome of the 
complaint; 

• There was bias amongst the original decision maker; 

• New information or evidence has come to light that should 
be investigated; 

• The proposed action (e.g. mediation) is inappropriate in all 
the circumstances. 

g. The appeal manager will consider the grounds the complainant 
has put forward and will assess whether or not the conclusion 
reached in the original grievance hearing was appropriate. If it is 
appropriate for an appeal meeting to be held, an appeal meeting 
will be arranged as soon as is reasonably practicable following 
receipt by the appeal manager of the written appeal.  

h. There may be cases where the appeal manager considers that it 
is appropriate for the appeal to be dealt with without the need for 
an appeal meeting. 

i. The appeal manager will hold the appeal meeting no later than 
twenty school working days following receipt of the appeal. If it is 
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not possible for an appeal meeting to be held within this 
timeframe, the complainant should be advised when the appeal 
meeting can reasonably be expected to take place 

j. In the case of an appeal concerning collective complainants about 
the same issue, there should be a meeting with the representative 
nominated by the complainants about how the appeal process will 
be managed and in particular whether an appeal meeting should 
take place and if so, who should attend the appeal meeting.  

k. Where the appeal manager determines that further investigations 
are necessary in order for the appeal to be considered, the 
complainant will be advised of this along with an estimated 
timescale for completion. If there has been an appeal meeting, 
the appeal meeting will be adjourned pending the outcome of 
further investigations and will be reconvened once further 
investigations have been completed.  

l. The appeal manager will consider the grounds of appeal put 
forward by the complainant and will consider whether to uphold 
the appeal. The appeal process will not involve a reconsideration 
of the original complaint, but will focus on the specific areas with 
which the complainant is dissatisfied.  

m. The appeal manager will give the appeal serious consideration 
and following the conclusion of the appeal process, will write to 
the complainant within five working days to inform them of the 
outcome of the appeal and of any action proposed.   

n. The complainant will be informed that the decision of the appeal 
manager is final and that there is no further right of appeal.   

o. Where appropriate, the written appeal outcome will also be 
copied to the respondent. 

p. The appeal manager’s decision is final and there will be no further 
right of appeal. 
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                   Appendix A 

Complaint Pro Forma 

 

Employee Name  

Job Title  

School Name  

Outline of issues including what is alleged to have occurred, where and when. 
(please continue on a separate sheet if necessary) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Names of any 
witnesses 

 

 

 

Supporting documents 
attached 

 

 

 

Outcome sought 

 

 

 

 

This form should be submitted to the Headteacher no later than three months of the 
issue/decision concerned for investigation and action. If the complaint concerns the 
Headteacher, this form should be submitted to the Chair of Governors. You will be 
contacted within five school working days to arrange an initial investigation meeting to 
discuss your complaint. 

 

 

Signature……………………………………………………….. Date………………………. 
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         Appendix B 

Appeal against outcome of complaint form 

 

Please complete this form if you are dissatisfied with the outcome of your complaint. 
You may complete it personally or with your permission, your representative may 
complete it on your behalf. 
 
Please return this form, together with any supporting documents to the Appeal 
Manager/ Appeal Committee within ten school working days of the date of the letter 
advising you of the outcome of your complaint. Please indicate below the grounds for 
your appeal: 

 Procedural irregularities prejudiced the outcome 

 There was bias amongst the original decision makers 

 New information / evidence has come to light that should be investigated 

 The proposed action (eg mediation) is inappropriate in the circumstances 
 
In all cases, you must give full details for your reasons. If you are appealing on the 
grounds that new information / evidence is available, you should explain why this 
information / evidence has only just become available. 
 
Please note that the appeal process will focus on the specified grounds of appeal and 
will not be a reconsideration of the original complaint. 

 

I wish to appeal against the outcome of my complaint because of the below 
(please continue on a separate sheet if necessary) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature……………………………………………………….. Date………………………. 


