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Whiteley Preschool Grievance Procedure 
 
1.  Introduction 
 
In any organisation employees may have problems or concerns relating 

to their work, working environment, or working relationships that they wish to raise and have 
resolved.  The Grievance procedure is a way in which these problems can be dealt with 
fairly, consistently and in a timely manner, before they become major issues. 
 
The Grievance procedure enables individuals to raise issues with management at the 
preschool about their employment, or about the action/s of individuals that affect them.  It is 
impossible to provide a comprehensive list of all issues that may give rise to a grievance, but 
listed below are some of the more common ones. 
 

- terms and conditions of employment 
- health and safety 
- relationships at work 
- new working practices 
- organisational change 
- working environment 
- fair treatment (including harassment and bullying)  

 
All employees also have the right to raise any concerns about workplace practices, 
suspicions of criminal acts, or dangers to health and safety, which will not cause them 
detriment. These concerns will be dealt with through the preschools Whistle blowing 
procedure.   
 
2. General Principles 
 
2.1   An employee has the right to be present and accompanied and represented by a 

workplace colleague at any stage of the formal Grievance Procedure. To exercise this 
statutory right the request to be accompanied must be reasonable i.e. not someone 
whose presence might prejudice the hearing or someone from a remote geographical 
location where someone on site is available. 
 

2.2  A workplace colleague chosen to accompany an employee (or any other member of 
staff    attending) at a grievance investigation meeting or hearing will be permitted to take 
paid time off during working hours to attend this. 

 
2.3 At any stage of the Grievance Procedure  an employee with a declared disability may 

make a request for additional support e.g. written documents in different fonts/languages 
or text. This will include in the case of those employees with a hearing impairment the 
attendance of an independent interpreter or use of a loop system at any meetings. 
 

2.4 Any grievance against an employee will be made known to them as soon as is 
practicably possible (while initial enquiries are being made).However any response to the 
allegations will not be heard prior to an investigatory meeting/s.  
 

2.5 In the interest of ensuring that grievances are resolved in a timely and consistent 
manner, time limits are given for this procedure.  If it is not practicable to adhere to these 
time limits, they may be amended, ideally by mutual agreement.  Due regard will be 
given to the personal circumstances of all parties involved in the procedure. In particular 
where an employee has a religious commitment this will be honoured in accordance with 
legislation 
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2.6 All reasonable steps will be taken to maintain confidentiality and written records of any 
proceedings shall be kept and maintained by the preschool in accordance with the Data 
Protection Act 1998. 

 
2.7 Due to pressures on time and numbers of staff involved in the Grievance procedure 

employees should make all reasonable efforts to attend investigatory meetings and 
hearings and reasonable explanation should be given where attendance is not possible. 
It should be noted that where staff are part-time, although every effort will be made to 
hold such meetings during that person’s normal working hours that this will not always be 
possible. 
 

2.8 For those parties who are either: involved in a grievance; or are witnesses in an 
investigation or at a grievance hearing, managers must ensure that they can be released 
from duties at the request of the investigating team (except in exceptional 
circumstances), to ensure that investigations can be concluded within the prescribed 
timescales. 

 
3 PROCEDURE FOR GRIEVANCES 
 
3.1 Stage 1 Informal Grievances 
 
Many issues that are initially represented to management as grievances are best dealt with 
face to face, informally without reference to a formal procedure. This should take the form of 
discussion between the individual and the manager and a verbal agreement made on how to 
resolve the issue/issues of concern.  However, where the individual feels that the matter has 
not, or cannot be resolved in this way then the formal grievance procedure may be followed.  
In circumstances where the individual has a grievance against their direct manager then they 
should approach the second manager or the Chairperson for help and advice as to how the 
matter might be resolved informally.  
 
3.2 Stage 2 Formal Grievances 
 
A formal grievance must be submitted in writing (not via e-mail) to the employees manager 
or management committee (where the complaint is against their manager), or in the 
exceptional case of both these managers being part of the grievance, to another appropriate 
person to be advised by the chairperson. All grievances should be copied to the chairperson.  
The individual should state clearly in the letter that this is a formal grievance and cover the 
following points: 
 

 their full name and post title 

 date of submission of grievance 

 name of the manager to whom the grievance is addressed 

 name/s of whom the grievance is against (if the complaint is against 
an individual/individuals) 

 concise details of the issues which form the grievance 

 steps that have been taken so far in attempting to resolve the 
grievance 

 the preferred outcome that the individual would like to see 
 
When submitting a grievance the complainant should ensure that it  is focused on the facts 
and avoids language which is insulting or abusive. The last of any of the incidents cited in 
relation to a grievance must have occurred within the preceding 3 months. 
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3.2.1 Investigation 
 
Once a formal grievance is received in accordance with the guidance set out above the 
employee will be invited to attend a formal investigatory meeting to discuss their grievance, 
within 5 working days of receipt of the letter. The investigatory team will comprise two 
officers, the appointed manager (in most cases this will be the employee’s manager) and a 
member of the management committee. At the meeting the employee can be accompanied 
by a workplace colleague. The investigating team may then further investigate the grievance 
as necessary and a grievance hearing will be held within 10 working days of the initial 
investigatory meeting. 
 
It may be appropriate for the role of investigating officer to be delegated to another member 
of staff other than the manager. This will depend on the circumstances of the case and 
decided by the chair person prior to commencing the investigation.  
 
As set out in the procedure investigating officers should always be independent to those 
parties involved and will have attended both Equality and Diversity and investigation training 
wherever practicable (where the latter has not been attended extensive experience in 
conducting investigations will be used as criteria).   
 
In order to investigate and resolve the grievance it will most likely be the case that the 
investigating team will need to discuss the issues raised by the employee with other 
members of staff including the individual/s whom the grievance is against.  This will be 
discussed with the individual, and issues of confidentiality will be considered before any 
action is taken. 
 
Both parties will have the option to nominate witnesses who they wish to be interviewed and 
both have the right to be accompanied either by a trade union representative or workplace 
colleague. 
 
Notes of all meetings will be taken and witnesses will be asked to sign their interview 
statement.  
At the end of the investigation the investigation team will produce a report and 
recommendations for resolution of the grievance.  These recommendations will be presented 
to and considered by the panel. 
 
Those appointed to investigate any allegations will be required to protect the rights and 
confidentiality of all parties involved and ensure that all are entitled to a full and fair 
opportunity to put their version of events. However, whilst confidentiality of the individual will 
be respected in all instances, it is seldom possible to resolve individual grievances without 
reference to other parties. 
 
At any time during the investigation the chair person may recommend that an investigating 
officer be replaced should it become apparent that the investigation may be compromised, 
by a perceived or actual lack of impartiality or conflict of interest. 
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 3.2.2 Grievance Hearing 
 
As stated above a grievance hearing will be held within 10 working days of commencement 
of the initial investigatory meeting. The grievance will be heard by a panel of the chair person 
and a member of the management committee. The composition of the panel may be varied 
according to the circumstances by agreement with the Chair person. The panel will consider 
the report of the investigating team and will generally make a decision without further 
reference to the parties involved. In exceptional circumstances the panel may call the 
complainant and the person whom the complaint is against and/or witnesses to this hearing, 
but not at the same time. 
 
Once the hearing is concluded the panel will decide whether the grievance is upheld or not 
and in addition to either outcome may recommend actions be taken. It is not possible within 
this procedure to indicate sanctions that may be imposed in respect of the outcome of any 
grievance.  Any sanction will depend on the circumstances of the case.  Similarly any actions 
recommended by the panel will also be dependent on the particular issues involved.    Any 
such sanctions or actions may include such examples as set out below.  This list is not 
exhaustive and merely represents possible sanctions or actions. 
 

 propose mediation between the two parties concerned to find a way of working 
together; and/or 

 propose attendance on training courses or counselling; and/or 

 propose arrangements for both parties to work as separately as possible within 
the same workplace; and/or 

 recommend a disciplinary hearing be convened, indicating the level of disciplinary 
action e.g. warning or dismissal;  

 recommendations related to operational factors which may have impacted on the 
events 

 recommend that no further action be taken where the grievance is not upheld and 
working relationships are minimally effected 

 
The decision of the panel and any recommendations will be reported to the parties involved 
in writing within 48 hours of the hearing. 
 
3.2.3 Appeal 
 
If the complainant is not happy with the outcomes of the grievance hearing they may appeal 
this decision to a further panel. The complainant may appeal against any action, except 
those that relate to any disciplinary investigation or hearing, within 5 working days of receipt 
of the notification of the decision.  For those parties undergoing a Disciplinary procedure any 
appeal will be heard once the disciplinary process is complete.  
 
An appeal hearing will be held within 10 working days of receipt of the notification that the 
complainant wishes to appeal. 
 
Appeals must be lodged in writing with the chair person within the timeframe identified or the 
employee will automatically lose their right of appeal.   
 

The decision at appeal is final and binding on all parties. 
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4.0 Keeping of Records 
 
The following arrangements will apply: 

 Where the grievance is informal no record will be kept on employee’s 
personal files.  

 For informal grievances however for monitoring purposes only, a record 
will be made and retained by the preschool.  The complainant should also 
retain his or her own record of events. 

 Where there is a formal grievance which does not result in a disciplinary 
hearing, no record will be made or kept on the alleged offender’s file only 
on that of the complainant. 

 Where the matter proceeds to a disciplinary hearing, records should be 
kept in accordance with this procedure. 

 
5.0   Disciplinary Action 
 
If the grievance hearing panel recommends that the incident/incidents are substantiated and 
are serious enough to warrant disciplinary action the matter will go straight to a disciplinary 
hearing. The panel will be required to indicate a level of disciplinary action that they are 
recommending. The constitution of the disciplinary panel will be dependant on the type of 
disciplinary action and should not include any member of the grievance panel. The manager 
who presents the case to the disciplinary panel will be the chair of the grievance panel 
hearing who may call on the support of the investigating team. Rights of appeal against 
disciplinary action and records of actions are as per that set out under the preschools 
disciplinary procedure.  
 
No parties involved in a grievance process will be entitled to information regarding the 
outcomes of any related disciplinary process. This information will remain confidential. 
 
6.0 Confidentiality 
 
Throughout the process all parties involved will be expected to maintain confidentiality in 
relation to any information they provide or are provided with and should not discuss the 
grievance with any other member of staff including managers, colleagues or family and  
friends, except in the seeking of representation/support or professional advice. Any breach 
of confidentiality will be considered a disciplinary offence and will be dealt with as such. Any 
member of staff providing evidence will be reminded of this. 
 
Policy adopted on: 09th July 2014 
 
Reviewed on: 9th December 2016 
 
 
Signed…………………………………..Chairperson  


