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St. Francis’ College 
Grievance Procedure 

 
Introduction  
 
The ‘College’ refers to all the staff and pupils of the Prep department and Senior School which 
includes Early Years Foundation stage (EYFS), Pre-prep (Key Stage 1), Prep (Key Stage 2), and Senior 
School (Key Stages 3-5). 
 
 
Informal  
 
If a member of staff has any grievance relating to his or her employment, it should, in the first 
instance, be raised with the employee’s line manager and the matter will be discussed informally and 
resolved where possible. If the grievance is against the member of staff’s line manager and it is felt 
that the matter cannot be raised with them, then the grievance should be raised with the 
Headmistress or the Bursar. 
 
 
Formal  
 
Step 1 – Raising a grievance  
 
If the informal route does not resolve the grievance then the member of staff raising the grievance 
should set out the reasons for the grievance in writing to their line manager, within one month of 
any such grievance arising. The written grievance must detail in writing the specific circumstance or 
circumstances which constitute the grievance, with dates, times, witnesses, etc. as applicable. 
Employees should stick to the facts and avoid insulting or abusive language. If the grievance is against 
the member of staff’s line manager and it is felt that the matter cannot be raised with them, then the 
grievance should be raised with the Headmistress or the Bursar (as Clerk to the Governors). If the 
grievance is against the Headmistress, or if it was initially investigated by the Headmistress, then it 
will be necessary for the grievance or any subsequent investigation to be dealt with by Governors. 
Therefore, a grievance against the Headmistress should, in the first instance, be brought to the 
attention of the Chairman of Governors. Where employees have difficulty expressing themselves 
because of language or other difficulties they may like to seek help from a trade union or other 
employee representatives, or from colleagues. 
 
When an employee raises a formal grievance, a meeting will be arranged as quickly as possible, 
ideally within five working days of receiving the written grievance. 
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The Grievance Meeting 
 
Where possible, a note-taker, who must be uninvolved in the case will take down a record of the 

proceedings.  

 

The line manager will introduce the meeting, read out the grounds of the employee’s grievance, ask 

the employee if they are correct and require the employee to provide clarification regarding details 

of the grievance if unclear.  

 

The employee will be given the opportunity to put forward her/his case and say how they would like 

to see it resolved. The employee may call witnesses and refer to any documents previously provided 

to the line manager. 

 

The line manager may question the employee and any of the employee’s witnesses.  

The employee/companion will be given the opportunity to sum up but may not introduce any new 

material.  

 

The meeting may be adjourned by the line manager if it is considered necessary to undertake further 

investigation. Any necessary investigations will be carried out to establish the facts of the case. The 

meeting will be reconvened as soon as possible. 

 

Having considered the grievance, the line manager will give her/his decision regarding the case in 

writing to the employee as soon as possible, normally be within five working days. If appropriate, the 

decision will set out what action the employer intends to take to resolve the grievance or if the 

grievance is not upheld, will explain the reasons. This will also include notifying the employee of 

her/his right of appeal and the procedure to be followed. 

 

At the meeting, the employee may be accompanied by a Colleague or trade union representative of 

their choice.  This companion can speak at the meeting on behalf of the employee, but they cannot 

answer questions put directly to the employee.  

 

Reasonable adjustments can be made for disabled employees, such as allowing a support worker or 

sign language interpreter to attend the meeting. 

 
 
Step 2 – Investigating the grievance  
 
The grievance will be investigated by the line manager who will consider possible solutions and 
implications. If an acceptable solution cannot be agreed, the issue will be referred to the 
Headmistress or Bursar, who will meet with the member of staff raising the grievance and any other 
people involved, especially if the grievance is contested, to discuss the grievance with a view to 
obtaining a resolution. The resolution or outcome of the investigation will be notified in writing as 
soon as reasonably practicable.  
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In certain circumstances, the Headmistress may seek external advice and assistance during the 
procedure. For example, where relationships have broken down an external facilitator may be able 
to help resolve the problem. 
 
Although every effort will be made to reach a satisfactory conclusion for all concerned, both parties 
must recognise that there may be a need to compromise in order to solve the issue.  
 
 
Step 3 – Appeal  
 
If the member of staff raising the grievance is dissatisfied with the outcome, there is a right to appeal 
to the Governors, via the Headmistress. An appeal may be lodged by the member of staff by 
notifying his/her line manager in writing within 5 working days of receiving written notification of the 
grievance decision giving full details of the reasons for the appeal. Any documents submitted in 
support of the appeal must be attached.  An appeal hearing will be convened as soon as is reasonably 
practicable and will be heard by a panel of up to three Governors.  The meeting may be adjourned by 
the Governors, if it is considered necessary to undertake further investigation. The meeting will be 
reconvened as soon as possible. 
 
The Governors’ decision shall be final and shall be confirmed to you in writing as soon as practicable 
after it has been reached, but no less than ten days.  
 
The College will keep all grievance proceedings and records confidential. 
 
 
Modified Procedure  
 
The College reserves the right to modify the above process where the College was not made aware of 
the grievance before the employee left the College; where the above procedure had not been 
started or completed before the employment ended and where both parties agree to modify the 
grievance procedure. The modified procedure shall consist of:  
 
Stage One: The employee setting down in writing their alleged grievance and sending it to the 
employer.  
 
Stage Two: The employer responds to the employee in writing by way of final decision. 
 
 
Confidentiality 
 
All grievance proceedings, including details of any investigation and statements relating to it, are 
confidential to the parties concerned, with the exception of official bodies which have a right to 
require disclosure of information. Any breach of confidentiality may also be considered under the 
disciplinary policy.   
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Collective grievances 
 
A collective grievance occurs where a group of employees feel aggrieved about the same 
issue.  Where this occurs, the employees will be asked if they wish to have the grievance considered 
collectively and if so, whether they want to nominate one employee as a spokesperson. If the 
grievance is dealt with in this way it cannot then be raised by the same employees individually.  A 
collective grievance procedure will follow the same timescales and process as one raised individually.  
 

Any complaint raised under this procedure should be made in good faith. Any complaint found to 
have been made for malicious, false or similar reasons may give cause for disciplinary action.  All 
employees are expected to co-operate in the implementation of this procedure and the 
accompanying Anti-Harassment and Anti-Bullying Policy, both of which are intended to secure fair 
and reasonable treatment and equality of opportunity for all employees. 
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