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Key Principles

Dorset Studio School is committed to creating a positive working environment for all employees. However, there may be occasions where an employee might wish to raise a concern, problem, or complaint. On many occasions the concern will be resolved quickly and informally. When this is not an option a formal procedure is available.

Employees wishing to make a protected disclosure should consult the DSS Whistleblowing Policy.

For the purposes of clarity, a grievance is defined as a ‘concern, problem or complaint raised with the school by an employee. This policy only covers issues raised by employees of the school.

This policy and procedure is specifically linked for tackling issues which may cause grievances related to employment matters. These may include (but not limited to):

· Pay, terms and conditions of employment.
· Health & Safety.
· Equal opportunities.
· Discrimination.

The school does all it can to ensure that its policies do not discriminate against students, staff, or others, either directly or indirectly, in line with the Equality Act 2010.

Any concern relating to safeguarding must be raised under the school’s safeguarding procedures and not through the grievance process.

This policy and procedure apply to all employees of Dorset Studio School and is not a substitute for good employment practices.

Every reasonable effort will be made to resolve any grievance in a fair, transparent, and just manner. All employees will be protected from victimisation or discrimination after raising a work-related grievance. 

All grievance matters will be dealt with sensitively and with due respect shown for any employees involved. All employees must treat any information communicated to them as part of a grievance as confidential.
Aims and scope of the policy

This policy is designed to facilitate the resolution of grievances by adhering to the following aims:

· Assisting the resolution of grievances in an environment of trust, integrity, and confidentiality.
· Enabling grievances to be settled as near as possible to their time of origin.
· Ensuring that grievances are dealt with fully and within a reasonable period which both reflects the circumstances of the matter, and the capacity of the school, and the availability of governors to complete the process.
· Informing both parties that they have the right to be accompanied by a colleague or a trade union representative.

The Role of HR

[bookmark: _Int_D6TJuGom]The school may seek advice and guidance from Human Resources at any stage of the grievance process to ensure that procedures are followed fairly, consistently, and in accordance with employment law and ACAS guidance. HR advisers may support managers, the Principal, or governors by providing professional advice on process, policy interpretation, and good practice.

HR may attend investigatory meetings, formal grievance hearings, and appeal hearings in an advisory capacity. They do not make decisions regarding the outcome of a grievance; responsibility for decision‑making rests with the designated manager, Investigating Officer, or governor panel. HR may also support with the preparation of documentation, correspondence, and record‑keeping ensuring compliance with legal and procedural requirements.

Where appropriate, HR may provide guidance on reasonable adjustments, mediation options, and the management of complex or sensitive cases. Their role is to support a fair, transparent, and lawful process for all parties involved.

Accessibility and Reasonable Adjustments 

In accordance with the Equality Act 2010, the school will make reasonable adjustments to ensure that employees with disabilities or additional needs are not disadvantaged during the grievance process. Adjustments may include, but are not limited to:

· providing support with written submissions or allowing alternative formats
· extending deadlines where a disability or health condition affects timescales
· offering communication support, such as interpreters or accessible meeting materials
· selecting meeting venues and formats that meet individual accessibility requirement

Employees are encouraged to inform the school at the earliest opportunity if they require any adjustments so that appropriate arrangements can be made.






Time limits

The school will endeavour to complete any grievance in a timely manner. There will be a balance between the principle of resolving the grievance promptly and ensuring there is sufficient time taken to find a resolution and for the completion of a thorough investigation. In most cases, the school would look to convene a formal grievance hearing between five and thirty working days and seek resolution thereafter.

However, at any point during the process, the employee making the grievance may decide that mediation is preferable. This will result in the grievance process being stopped.


The Grievance Process & Procedure

Employees should endeavour to approach the person with whom they have a grievance, to see whether the grievance can be resolved by informal discussion. Sometimes all it takes is a quiet word with the person to resolve the matter.

[bookmark: _Int_peZBsK23]If the grievance is related to the Principal, the employee should still approach them to see whether the grievance can be resolved through an informal discussion. It is important that the employee to whom the grievance is made is given the opportunity to change their decision or resolve the matter early in the process.

If an employee feels unable to resolve their grievance by approaching the person concerned, they should discuss the matter with their line manager. If the grievance relates to the line manager, they should raise it with the senior leader who is their curriculum or pastoral link.

[bookmark: _Int_RQW0QVoQ]The line manager will consider whether the nature of the grievance is for them to attempt to seek a resolution or escalate the matter. If the grievance relates to attendance, safeguarding, a disciplinary matter, or capability issue, then the grievance policy should not be followed. If the line manager believes that the concern is whistleblowing, then they must inform the Principal as soon as possible.

The line manager will consider the grievance and, in consultation, with the employee making the grievance they may seek to resolve the matter at the informal stage or decide whether further investigation is required. In determining the most effective approach to resolving the grievance, the line manager will:

· Establish facts.
· Be clear about the resolution that the employee is seeking.
· Consider whether the grievance is in their control or whether they need to escalate the matter.

It is clearly in the interests of everyone to resolve matters at an early stage before they escalate. It might be possible for the line manager to mediate between both parties if this is mutually agreed. Other possible resolutions might involve signposting to further support such as trade union representatives or providing specific written informal action for the person to whom the grievance has been made about.
Informal resolution

Once a possible resolution has been established, the line manager should discuss this with the employee as soon as is reasonably possible, normally this would be within five to fifteen working days. A written copy of the informal resolution should be provided to the employee(s) and HR (Tracey Richards).

If the employee is dissatisfied with the informal resolution, they can continue to seek a satisfactory resolution by submitting a formal written grievance.

Formal Grievance

[bookmark: _Int_Mf0x7v5c][bookmark: _Int_ArLdUGHl]If it has not been possible to resolve the grievance through the informal process, the employee should set out in writing the details and nature of the grievance and how it could be best resolved. The formal grievance should be passed to the Principal. If the grievance is about the Principal, it should be sent to the Chair of Governors.

Should the written grievance provided by the employee lack a full explanation for the reasons for a formal grievance, containing only the facts, and fail to provide the details of the reasonable outcome the employee is seeking, the Principal or Chair of Governors may decide that the grievance cannot be pursued.

If the matter is deemed so serious it warrants formal action from the outset, the employee may raise a formal grievance without any unreasonable delay from the point that their concerns first arose. 

The written grievance will form the basis of an investigation. The Investigating Officer will be appointed either by the Principal, orPrincipal or appointed by the Chair of Governors. This person will have no prior knowledge of the grievance. 

(i) Conducting the Investigation

The purpose of the investigation is to ascertain the facts and circumstances surrounding the grievance and to collate evidence to produce a report which will be circulated at least five working days before the date of the formal meeting. The Investigating Officer will identify any witnesses that need to be interviewed, if this is appropriate, related to the circumstances of the grievance. The investigation will be undertaken in accordance with this procedure and within the general principles of ACAS Guidance on Conducting Workplace Investigations.

The Investigating Officer will interview the employee who made the grievance first to ensure they understand the procedure. The employee has the right to be supported by a colleague or trade union representative in this meeting.

If it appears as though formal disciplinary or capability action is a potential outcome, the investigatory meeting will be terminated. In this case, procedures outlined in other policies will be followed from thereon. If appropriate, the appointed Investigating Officer may continue with the investigation into a disciplinary or capability matter for the purposes of consistency.

A referral may be made under the school’s disciplinary policy if the grievance appears to be malicious. Further investigation may follow and result in appropriate disciplinary action against the complainant.

(ii) Formal Grievance Meeting

A date will be set for a formal meeting by the Investigating Officer or the Clerk to Governors under advisement from a HR specialist working for Dorset Council. A grievance panel will be convened consisting of three governors and they will decide on the appropriate outcome(s). 
If the employee and their colleague or trade union representation is unable to attend on the date given, a suitable alternative date will be agreed upon.

The purpose of the meeting will be to:

· review the grievance and any evidence arising from the investigation.
· review any informal steps already taken to resolve the matter.
· engage in discussion with the aim of agreeing an appropriate resolution to the issue.

[bookmark: _Int_9cMcr3gY]In some instances, there may be agreement between the employee who is the subject of grievance and the complainant to hold the meeting with the Principal acting in the role of a facilitator in order toto seek a formal resolution.

(iii) Arrangements for the Meeting

The formal grievance meeting will be arranged without any unreasonable delay. In most cases, this will be between five and thirty schoolworking days of the grievance being formally lodged.

The employee will be informed of their right to be accompanied by a colleague or trade union representative.

Arrangements will be made to ensure that the venue satisfies any reasonable adjustments that may be required.

If the employee or their representative is unavailable at the date and time proposed for the meeting, the employee will suggest another reasonable date. The school will endeavour to hold this within five working days of the original meeting. However, this will depend on the availability of the governors panel members should it be necessary to rearrange.

Any evidence to be referred to at the meeting will be submitted to the employee raising the grievance, the subject of the grievance and the Investigating Officer’s report and recommendations to panel members at least five school working days in advance of the meeting. In certain cases, the school may withhold some information to protect a witness or redact names from statements.





(iv) Conduct at the Meeting

The person leading the meeting should aim for an amicable resolution of the grievance.

Notes will be taken during the meeting in order toto produce a brief formal record that will be provided to all parties.

[bookmark: _Int_3x2ZN8pn]The person leading the meeting is responsible for conduct and will describe their expectations to all parties present. This person is likely to be the Principal or an appointed member of the governing body.

The person leading the meeting will ensure that introductions are made to all parties.

The employee’s representative may respond on their behalf to any views expressed at the meeting and may confer with the employee during the meeting. The representative does not have the right to answer questions on the employee’s behalf or attempt to prevent the employer from explaining their case.

The employer may also arrange for a local council HR adviser to present to provide advice throughout the meeting.

The person leading the meeting may decide to adjourn if:

it is determined that either party requires a break from proceedings.
new information comes to light and further investigation is required in order toto respond to the grievance.
·  
· the person leading the meeting wishes to consider about how to deal with the grievance by having further time for proper consideration.the Chair of the  meeting may adjourn if they require additional time to consider how best to address the grievance

Once the person leading the meeting is satisfied that all the facts of the grievance have been established the meeting will be concluded with a summary of the main points.

The person leading the meeting will announce their findings and actions for resolving the grievance as soon as possible. In some cases, this may be achieved at the end of the meeting. In all cases, the decision on the grievance and actions will be communicated to all parties within five working school days.



Possible Outcomes

When considering an appropriate outcome, the focus will be on resolving the grievance and preventing any recurrence of it. The outcome might be one, or a combination, of the following:

· the grievance is not upheld, and no further action is taken.
· the grievance is not upheld, and reasonable actions are recommended to ensure there is sustainable employee performance commensurate with job role and description.
· action(s) to resolve an upheld complaint are recommended.
· the grievance is partially upheld and there is action to address this.
· actions re recommended to reestablish positive working relationships for all parties.

Appeal Process

If the employee is dissatisfied  with the outcome of the grievance, they have the right to appeal. This must be done in writing to the Clerk to Governors, Emma Evans, 

emma.evans@dorsetstudioschool.co.uk


within five workingschool days of the date of the original grievance decision.

The Chair of Governors will appoint an appeal decision chairperson for the meeting. This person will not have been previously involved in the grievance. The Chair of Governors may decide to act this role if they think it is appropriate. The appeal panel will consist of different members, including other governors.

The employee will receive notice of the appeal hearing without unreasonable delay. If the employee and/or their representative is unable to attend on the date given, a suitable alternative will be arranged. The school will endeavour to hold this appeal within fifteen schoolworking days of the written appeal being lodged.

The employee has the right to be accompanied by a work colleague or a trade union representative.

After the meeting, a decision will be reached, and the employee will be informed of it in writing without unreasonable delay. This decision is final.

Record Keeping

Minutes of all meetings will be kept as long as necessary, in line with Data Protection Law. Where possible, minutes will be confirmed as an accurate reflection of what was discussed at the meeting.





Collective Grievances

In circumstances where a grievance is raised by or on behalf of more than one person, the details of the grievance should be set out in writing and signed by all who are party to the grievance. Employees should nominate one person to represent the group; in most cases this will be a trade union representative or trade union representatives where employees involved are members of more than one union.








A summary of the grievance process and procedures


A grievance is made by a member of staff
Has the grievance been   formally raised?
Yes
No
· The line manager will consider whether the concern follows the grievance policy or refer to the Principal as a ‘whistleblowing’ concern.

· The line manager will establish the facts and look to resolve the grievance between five and fifteen school days.

· The line manager will send a copy of the outcome of the grievance to Tracey Richards
· The Investigating Officer will establish the facts.

· A mutually convenient Grievance Panel meeting will meet within 5 to 30 school days of the receipt of the original grievance.

· All parties will receive documentation at least 5 school days before the meeting.  









	

	

The Principal or Chair of Governors will appoint an Investigating Officer
















The Chair will communicate the outcome of the grievance meeting within 5 school days





An Appeal is made within 5 school days of receipt of the outcome
An Appeal Hearing will occur within 15 school days of the receipt of the Appeal
The Appeal Decision is final.










Appendix 1: Confirmation of outcome sought.


Confidential
 
<Name>

<Date>
 
 Dear <Name>
 

Re. Receipt of Grievance – Confirmation of sought outcome
 
I am writing to acknowledge receipt of your formal written grievance dated <Date> which I received on <Date.> You have stated that you were dissatisfied with the proposed informal resolution <summary of what was proposed> because <state reasons given>.
 
In your grievance submission, I am failing to see what the intended resolution is that you are seeking. As part of the grievance resolution procedure, any formal grievance that is raised should include:


· A description of the grievance itself.
· The cause of the grievance.
· The duration of the problem or issue.
· Any actions already taken to try and resolve it.
· The outcome sought.
 
As such, in order forfor me to respond accordingly to the issues which you have raised, please can you clearly identify the outcome that you are seeking by way of submitting the grievance. Once I have received your proposed resolution, I will be able to determine whether it will be necessary to  conduct an investigation intoinvestigate your grievance. This will mean that an Investigating Officer, independent of this matter, will be appointed as soon as possible.


Any investigation that follows will aim to establish the facts of the matter by gathering as much relevant information as possible. If an investigation is considered the next appropriate step, you will be informed of this process separately, by being invited to an investigatory meeting.
 
Should you have any further queries, please do not hesitate to contact me.
 
Yours sincerely
 

Principal or Clerk to Governors


Appendix 2: Receipt of the Grievance 



Confidential
 
<Name>

<Date>
 
 
Dear <Name>
 

Re. Receipt of Formal Written Grievance
 

I am writing in acknowledge receipt of your formal written grievance dated <Date>, which I received on <Date.> You have stated that you were dissatisfied with the proposed informal resolution <summary of what was proposed> because <state reasons given>. You have indicated that the outcome you are seeking following submission of your grievance is <state outcome sought from grievance>.

 
As a result, it is now necessary to conduct an investigation intoinvestigate your grievance; I <or name> will function as the Investigating Officer. The aim of the investigation is to establish the facts of the matter by gathering as much relevant information as possible.
 
During the course of the investigation, you, and other relevant parties, may be interviewed to provide further context or explanation into your grievance; you will be notified of any investigatory meeting you are required to attend separately and in a timely manner.
 
Should you have any further queries, please do not hesitate to contact me.
 
Yours sincerely
 
<NAME>


JOB TITLE/INVESTIGATING OFFICER









Appendix 3: Invitation to Investigatory Meeting



Confidential
 
<Name and address>
<Date>
 
 
Dear <Name>
 
Invite to Investigatory Meeting
 
Following my letter dated <Date> where I acknowledged receipt of your written grievance and notified you of the intention to start a formal investigation into the issue(s) you have raised, I am writing to invite you to an investigatory meeting.
 
As detailed in the abovementioned letter, interviews may be required to provide further context or explanation into that which you have raised. I would like to invite you to attend a meeting to discuss your grievance in more detail, in accordance with the school’s grievance resolution policy and procedure. The purpose of the meeting is to further discuss your written grievance with the aim of reaching a resolution.
 
The investigatory meeting has been arranged at <time> on <date> in <room/location>. You may be accompanied at the meeting by either a work colleague or a trade union representative.
 
May I ask that, in advance of the meeting, you provide me with any supporting evidence and the names of any witnesses you may wish to call during the meeting.
 
You are expected to take all reasonable steps to attend the meeting. However, if you or your representative are unable to attend on the date I have suggested, please could you advise me of some alternative dates and times, not more than 5 workingschoolworking days later than the date I have proposed. 
 
Please confirm your attendance at the meeting, whether or not you wish to be accompanied and whether you or your representative require any additional support, by contacting (insert name) on (insert contact details) by no later than (insert date and time).
 
Whilst I appreciate you have initiated this process by formally raising a grievance, I would like to remind you that in order to ensure the investigation can be conducted as fairly as possible, you should keep the matter confidential and not discuss this with anyone else, other than any trade union representative or work colleague who will be accompanying you to the meeting. 

You need to be aware that any breach of confidentiality may be considered a disciplinary matter.
 



Appendix 3: Invitation to Investigatory Meeting (continued)




Should you have any further queries, please do not hesitate to contact me.
 
Yours sincerely
 
<NAME>

<JOB TITLE/INVESTIGATING OFFICER>
 


































Appendix 4: Invitation to Investigatory Meeting (Witness)



 Confidential

<Name>
<Date>
 
 Dear <Name>
 
Invite to Investigatory Meeting
 
I am writing to you in relation to a grievance that has been submitted and to which I am acting as an Investigating Officer.
 
A grievance has been raised against <brief details of the grievance> and you have been identified as a potential witness to provide some further context around the issue. I want to reassure you that, at this time, you are only being called as witness and that the grievance has not been raised in relation to you directly.
 
As part of my investigation, I would like to invite you to attend an investigatory meeting in accordance with the school’s grievance resolution policy, which is available on Nexus or upon request. The investigatory meeting has been arranged at <time> on <date> in <room/location>. You may be accompanied at the meeting by either a work colleague or a trade union representative; please provide me with the name of anyone who will be accompanying you.
 
I ask you to take all reasonable steps to attend the meeting, however, if you or your representative are unable to attend on the date I have suggested, please could you advise me of some alternative dates and times, not more than 5 schoolworking days later than the date I have proposed. 
 
Please confirm your attendance at the meeting or suggest alternatives dates and times by responding to the email containing this attachment. 
 
I would like to take this opportunity to thank you for your cooperation in allowing me to deal with this matter, but also to ask that, in order to ensure the investigation can be conducted as fairly as possible, you keep the matter confidential. You need to be aware that any breach of confidentiality may be considered a disciplinary matter.
 
Should you have any further queries, please do not hesitate to contact me.
 
Yours sincerely
 
<NAME>

<JOB TITLE/INVESTIGATING OFFICER>


Appendix 5: Invitation to Formal Review Meeting


 <Name and Address>

<Date>
 
Confidential
 
Dear <Name>
 
Grievance Resolution – Confirmation of Outcome.
 
I am writing to you to confirm the outcome(s) decisionfrom  as a result of our formal grievance meeting held on <Date of formal review meeting> to discuss the grievance you formally submitted on <date of grievance>.
 
< HR officer’s name and name of any further attendees> were also present at the meeting. You chose not to be accompanied / were accompanied by <Name>*.
 
Having carefully considered all the evidence presented to the Panel/me, I have decided on the following approach to resolve the matter:
 
<Insert summary of conclusions and any subsequent actions>
 
I trust you will be satisfied with the(se) outcome(s). However, if you feel that this decision does not satisfactorily resolve your grievance, you have a right to appeal in accordance with the grievance appeal process.
 
Any appeal should be submitted in writing to Emma Evans, Clerk to the Governors, within 5 working days of the date of receipt of this letter. Your appeal must include details of your original written grievance and why you are not satisfied with the resolution. Any appeal will be heard and determined by a panel of Governors within 15 schoolworking days of the receipt of your letter of appeal.
 
Should you have any queries with regards to the content of this letter, please do not hesitate to contact me.
 
Yours sincerely
 
 
<Name>



Principal/Chair of the Grievance Panel
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