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Members of staff who wish to raise a grievance should follow the following procedure:  

 

Step One - Informal Resolution  

 

Staff with a question or grievance which concerns them personally and directly and which requires 

to be resolved should discuss the matter informally with the Headmistress, Ms Tracey Woodcock. 

The Headmistress may choose to convene a meeting with other parties involved in the grievance 

and mediate in round-table discussions to clear the air or resolve the problem. It is hoped that an 

informal resolution to most grievances can be reached at this stage and in this way. If the member of 

staff raising the grievance feels that the matter has not been satisfactorily resolved by step one, they 

should move to step two of the process. 

 

Step Two- Formal Procedure  

 

If the matter cannot be resolved informally, then the member of staff should set out their grievance 

in writing to the Headmistress, who will arrange a meeting with the member of staff as soon as is 

reasonably practicable. The member of staff has the right to be accompanied to the meeting by a 

colleague, trade union representative or friend. Legal representation is not normally appropriate. 

The Headmistress will fully consider and investigate the grievance. 

 

If the grievance involves the Headmistress then the member of staff should direct their grievance to 

the Proprietor, Mrs Catherine Quinn. 

 

A decision will be made and given in writing to the member of staff raising the grievance within 14 

working days, or otherwise as soon as is reasonably practicable. This decision will be recorded on 

the member of staff’s personnel file.  

 

 

 



Step Three- Appeals procedure  

 

The member of staff raising a grievance has the right to appeal against the decision arising from the 

procedures set out above. The appeal must be put in writing, setting out why they wish to appeal, 

and what they disagree with in the original decision. This must then be sent to the Principal so that it 

is received within 5 working days of the next working day after written confirmation of the original 

decision was received. The Principal will appoint an Independent body to consider the appeal and 

come to a decision. 

 

There will usually be an appeal meeting. As at the formal meeting, the member of staff has the right 

to be accompanied by a work colleague, friend or trade union representative, and to have the 

hearing postponed. The appeal hearing will be conducted within a reasonable period of the appeal 

being lodged. The outcome will either be:  

 

• To reject the appeal and confirm the original decision; or  

• To uphold the appeal and make a different decision The result of the appeal will be 

confirmed in writing within 10 working days of the hearing. The decision at the appeal stage 

is final. 

 

Monitoring and Review  

This policy will be reviewed every three years or before if necessary. It will be presented to the  

Proprietor for approval.  

 

 

 

 


