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Life Skills Manor School is owned and operated by Cavendish Education.

This policy is one of a series of school policies that, taken together, are designed to form a comprehensive statement of the school’s aspiration to provide an outstanding education for each of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these policies. In particular, it should be read in conjunction with the policies covering equality and diversity, Health and Safety, safeguarding and child protection.  

All of these policies have been written, not simply to meet statutory and other requirements, but to enable and evidence the work that the whole school is undertaking to ensure the implementation of its core values: To Deliver young people aged 10-18 that focuses on preparing students for independent, fulfilling adult lives through a highly tailored curriculum. 



While this current policy document may be referred to elsewhere in Life Skills Manor School documentation, including particulars of employment, it is non-contractual.

In the school’s policies, unless the specific context requires otherwise, the word “parent” is used in terms of  Section 576 of the Education Act 1996, which states that a ‘parent’, in relation to a child or young person, includes any person who is not a biological parent but who has parental responsibility, or who has care of the child. Department for Education guidance Understanding and dealing with issues relating to parental responsibility updated August 2023, considers a ‘parent’ to include:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person

A person typically has care of a child or young person if they are the person with whom the child lives, either full or part-time, and who looks after the child, irrespective of what their biological or legal relationship is with the child.

The school contracts the services of third-party organisations to ensure regulatory compliance and implement best practices for:
· HR and Employment Law
· Health & Safety Guidance
· DBS Check processing
· Mandatory Safeguarding, Health & Safety, and other relevant training
· Data protection and GDPR guidance
· Specialist insurance cover
Where this policy refers to ‘employees’, the term refers to any individual who is classified as an employee or a worker, working with and on behalf of the school (including volunteers and contractors).

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers, pupils and visitors to share this commitment. 

All outcomes generated by this document must take account of and seek to contribute to safeguarding and promoting the welfare of children and young people at Life Skills Manor School.

The policy documents of Life Skills Manor School are revised and published periodically in good faith. They are inevitably subject to revision. On occasions, a significant revision, although promulgated in school separately, may have to take effect between the republication of a set of policy documents.  Care should therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy document are still effectively current at a particular moment.




	1. GRIEVANCE POLICY: Introduction

	The purpose of a grievance procedure is to overcome difficulties and resolve grievances constructively, fairly and efficiently.  Where an employee of Life Skills Manor school has a grievance relating to their employment, genuine efforts should be made by the employee informally and amicably to resolve the problem before formal procedures are invoked.  It is hoped that the majority of concerns will be successfully resolved in this manner.

This Grievance Policy in its current version has been revised taking account of the ACAS Code of Practice on Disciplinary and Grievance Procedures 2015 and related documents, and aims to comply with the following key principles of fairness:
· dealing promptly with issues 
· acting consistently
· carrying out any necessary investigations
· giving employees an opportunity to put their case
· allowing employees to be accompanied at formal meetings
· offering employees the right to appeal

The school recognises the importance of dealing quickly and fairly with any grievance an employee may have.  

An employee has the right to be accompanied during any formal grievance meeting as identified below, as do other parties involved.  




	2. Dealing with grievances informally

	If an employee has a grievance or complaint to do with their work or the people they work with, they should, wherever possible, start by talking it over with their line manager, with the aim of agreeing on/achieving a solution informally.




	3. Formal grievance

	If the matter is serious and/or cannot be resolved informally, and/or if the grievance is with their line manager, they should set out the grievance in writing to:

· a relevant member of the SLT (other than the Headteacher) 
· to the Headteacher if their grievance concerns a member of SLT
· to a Cavendish Education Director if their grievance concerns the Headteacher
· to a Cavendish Education Director if their grievance concerns the Principal. 

The employee is advised to “stick to the facts” in their letter. 

In the event of a collective grievance being raised, the school will hold individual grievances for all concerned and will allow the group to elect representatives to speak as an information-gathering exercise, but not as a grievance in its own right.

Where the school has reason to believe it may be presented with a vexatious grievance, the normal grievance procedure will be followed.

The person receiving the grievance may become the appointed hearing manager or may pass this responsibility to an appropriate colleague. The procedure that the school uses in dealing with a grievance is identified below.




	4. Grievance hearing

	The appointed hearing manager (appointed either by the Headteacher, the Principal or a Director of Cavendish Education) will call the complainant to a hearing, normally within five working school days, to discuss the grievance. 

The employee has the right to be accompanied by a companion, a trade union representative or an official employed by a trade union at a grievance hearing which deals with a complaint about a duty owed by the school to a colleague. 

An accompanying trade union representative who is not an employed official must have been certified by their union as being competent to accompany an employee. This would apply where the grievance is, for example, that the school is not honouring a contract or is in breach of legislation. 
The companion may address the hearing to put and sum up the employee’s case, respond on their behalf to any views expressed at the meeting and confer with them during the hearing. The companion does not, however, have the right to answer questions on their behalf, address the hearing if they do not wish it or prevent the school from seeking further clarification or explaining their case.
After the hearing is concluded, the hearing manager will conduct any further investigative work. If necessary, the grievance hearing may be reconvened. 

The hearing manager gives the employee a decision in writing, normally within a further five working school days. Where appropriate, this letter will set out what action the school intends to take to resolve the grievance and inform them that they can appeal if they are not satisfied with the action taken, detailing how and to whom to make the appeal (see below).




	5. Appeal

	If the employee is not satisfied with the decision that results from the grievance hearing and wishes to appeal, they may appeal in writing to:

· the Headteacher 
· a Director of Cavendish Education 

Appeals must be made in writing, within seven calendar days of receipt of the decision, setting out the grounds for the appeal. 

The person who receives the appeal will appoint an appeal manager (who may be themselves).

The employee will be invited to an appeal meeting, normally within five working school days of receipt of the appeal request. 

The employee has the right to be accompanied at this meeting (as detailed above). 

After the meeting, the appointed appeal manager will give them a decision in writing, normally within a further five working school days. 

That decision is final as far as school and Cavendish Education procedures are concerned.




	6. Overlapping grievance and disciplinary cases

	Where the employee raises a grievance during a disciplinary process, the disciplinary process may be temporarily suspended in order to deal with the grievance. Where the grievance and disciplinary cases are related it may be appropriate to deal with both issues concurrently.




	7. Grievance management - procedure for the school

	1
	Employer receives/is made aware of the grievance
	The employer (sensitively) considers treating as a grievance an issue of concern, even when the grievance procedure has not been formally invoked

	2
	Employer appoints a person to conduct the investigation - the hearing manager 
	The hearing manager may task another person (typically a member of the SLT, unless the grievance pertains to that member of the SLT) to investigate. 

	3
	The grievance hearing. 

The hearing manager arranges a meeting with the employee raising the grievance, typically within five working school days of the grievance; gives adequate notice, and allows them to be accompanied
	The hearing manager 
· allows accompaniment
· asks open questions to hear it from the employee’s perspective
· makes a note of key employees/witnesses
· clarifies their understanding of the grievance
· asks the employee what their desired outcome is
· arranges for Minutes of the hearing to be taken

	4
	The hearing manager arranges a meeting with the employee(s) against whom the grievance has been raised, where relevant; gives adequate notice, and allows them appropriate accompaniment
	The hearing manager 
· asks open questions to hear from the employee’s perspective
· makes a note of key employees/witnesses/evidence
· arranges for Minutes of this meeting to be taken

	5
	The hearing manager includes in the investigation (eg, taking statements from line managers / indirect witnesses and a review of CCTV material, etc, as appropriate
	The hearing manager  records the signed statement of each line manager / indirect witness / etc, and logs the relevant evidence

	6
	The hearing manager completes investigations with any direct witnesses
	The hearing manager records the signed and dated statement of each direct witness

	7
	If necessary, the hearing manager reconvenes the grievance hearing
	As appropriate, the hearing manager uses this opportunity to explore the grievance further with the complainant

	8
	Typically, within a further five working school days, the hearing manager produces written feedback  for the complainant, covering the investigation (where necessary, in a redacted manner) and detailing the outcome of the grievance along with any consequential actions
	The report includes:
· the date the grievance was made 
· the date of the grievance hearing
· the name of the investigator
· what action the grievance investigation is resulting in
· the conclusion: substantiated / partly substantiated/unsubstantiated / dismissed
· if the grievance is substantiated or partly substantiated, list the further actions being undertaken and by whom within what time period

The hearing manager gives the complainant the right to appeal within five working days, usually to the Headteacher (unless the Headteacher is implicated or was involved in the initial investigation - in which case to the Director of Cavendish Education), against the outcome of the grievance

	9
	The appeal, heard by an appropriate senior colleague as appeal manager.
	The appeal manager follows the same pattern of the original grievance process, except that the matter at issue is the outcome of the investigation: 
· review any further evidence/decisions
· consider: was the outcome reached by a due process, and was the outcome appropriate?

	10
	Typically, within five working school days, the appeal manager writes to the complainant giving them the appeal decision
	The appeal manager gives the appeal decision in writing, including:
· the date the appeal was made 
· the date of the appeal meeting
· the name of the appeal manager
· what action the grievance investigation resulted in
· what action was taken after the appeal meeting
· conclusion: the appeal substantiated / partly substantiated / dismissed
· if any appeal is substantiated, listing the further actions being taken

	11
	The appeal decision concludes the School’s processes in this matter.  
	A staff member who continues to be dissatisfied may seek conciliation via ACAS. When doing this, the employer should be provided with the ACAS certificate and number, which will be needed should the issue progress to Tribunal.




	8. Review of implementation

	The implementation of this Policy is reviewed annually by the school’s Senior Leadership Team in consultation with staff, and a report is made to the Governing Body.

The school may submit to Cavendish Education proposals for amendments to this Policy.
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