Learn and Prosper School

Staff Grievance and Disciplinary Procedure Policy Framework
This policy sets out the procedures for managing staff grievances and disciplinary matters fairly and consistently, in line with legislation and best practice. It is essential for promoting a positive working environment and maintaining professional standards across the school.
The policy pays due regard to the following guidance and legislation:
· Department for Education (DfE) – Staffing and employment: advice for schools (2023)
· ACAS Code of Practice on Disciplinary and Grievance Procedures (2015)
· Keeping Children Safe in Education (KCSIE) (2025)
· Employment Rights Act 1996
· School Staffing (England) Regulations 2009
· Equality Act 2010
1. Introduction
1.1 Purpose of the Policy
The purpose of this policy is to:
· Promote a positive and collaborative working environment by supporting open communication and fair resolution of grievances.
· Ensure employee conduct meets professional standards as expected within an educational setting.
· Set out clear procedures for managing disciplinary and grievance cases in a timely, fair, and consistent manner.
1.2 Scope
This policy applies to all employees of the school, including teaching and non-teaching staff, whether on full-time, part-time, permanent, or fixed-term contracts. It does not apply to agency workers, volunteers or contractors unless explicitly stated. Separate procedures may apply to safeguarding concerns, whistleblowing, and capability matters.
2. Principles and Legal Framework
2.1 Legal and Regulatory Context
This policy is underpinned by the following statutory provisions and guidance:
· Employment Rights Act 1996
· Employment Act 2008
· School Staffing (England) Regulations 2009
· Equality Act 2010
· ACAS Code of Practice on Disciplinary and Grievance Procedures (2015)
· Keeping Children Safe in Education (2025), particularly where disciplinary matters relate to safeguarding
2.2 Principles
· All procedures will be applied fairly and consistently, in accordance with the principles of natural justice and equality.
· Issues should be resolved promptly and, where appropriate, informally.
· Employees have the right to be accompanied by a trade union representative or colleague during the formal stages.
· Confidentiality will be respected at all stages.
· Written records of decisions, meetings and investigations will be maintained.
3. Roles and Responsibilities
3.1 Governing Body
· Ensure that suitable grievance and disciplinary procedures are in place, regularly reviewed, and implemented effectively.
· Participate in appeal panels and disciplinary hearings as appropriate.
· Ensure that all processes are lawful and fair.
3.2 Headteacher / Principal
· Ensure that procedures are consistently applied.
· Appoint suitable persons to investigate or hear grievances/disciplinary matters.
· Inform and involve the governing body as required.
3.3 Line Managers
· Attempt to resolve issues informally as far as possible.
· Conduct or support investigations as delegated.
· Maintain confidentiality and professionalism throughout the process.
3.4 Employees
· Raise any concerns promptly, cooperatively and constructively.
· Engage with procedures and attend meetings as required.
· Maintain confidentiality.
3.5 Trade Union Representatives or Work Companions
· Provide appropriate support to the employee.
· Attend relevant formal meetings.
· Uphold confidentiality and act within the relevant professional guidance.
4. Grievance Procedure
4.1 Definition of a Grievance
A grievance is a concern, problem or complaint raised by an employee regarding their work, working conditions, management decisions or relationships in the workplace.
4.2 Informal Resolution
Employees should first attempt to resolve issues informally by speaking directly with the person concerned or their line manager. Informal meetings can result in changes or clarifications that prevent escalation.
Where appropriate, mediation may be offered as a voluntary and confidential way to resolve issues.
4.3 Formal Grievance Procedure
Step 1: Raise the Grievance in Writing
· The employee should set out the nature of the grievance in writing, ideally within 10 working days of the incident or issue.
· The written grievance should include relevant facts, dates, names of people involved and the resolution sought.
Step 2: Initial Response and Investigation
· On receipt of a formal grievance, an impartial investigator will be appointed.
· A meeting will be arranged to clarify the grievance and gather evidence.
· The investigator may interview relevant individuals and review documentation.
· The investigation should be concluded within a reasonable timeframe (usually within 15 working days).
Step 3: Grievance Hearing
· The employee will be invited to a grievance hearing with reasonable notice.
· They have a right to be accompanied.
· The hearing will be chaired by someone not involved in the events.
· A decision will be communicated in writing, normally within five working days.
Step 4: Appeal
· If the employee is dissatisfied with the outcome, they may appeal in writing within five working days of the decision.
· The appeal will be heard by a person or panel not previously involved.
· The outcome of the appeal is final.
4.4 Record Keeping
· A record of all grievances, decisions and actions taken will be kept securely and confidentially in line with data protection legislation.
5. Disciplinary Procedure
5.1 Definition of Misconduct
Misconduct is behaviour that falls short of the standards expected by the school. Examples of misconduct may include:
· Poor timekeeping or unauthorised absences
· Breach of school policies or procedures
· Inappropriate behaviour towards colleagues or pupils
· Failure to follow reasonable instructions
5.2 Gross Misconduct
Gross misconduct is seen as severe behaviour which may justify summary dismissal. This could include:
· Physical violence or threats
· Theft or fraud
· Serious breach of safeguarding duties (see Section 7)
· Discrimination or harassment
· Being under the influence of alcohol or drugs at work
5.3 Informal Action
Where appropriate, issues may be addressed informally through discussion, coaching, or supervision. Minor concerns can often be resolved without recourse to formal procedures. Informal action will be documented, but not treated as part of the formal record.
5.4 Formal Disciplinary Procedure
Step 1: Preliminary Investigation
· Concerns about conduct will be investigated and facts established before progressing to a hearing.
· The employee will be informed of the concerns and given the opportunity to respond.
Step 2: Suspension (if necessary)
· Suspension is a neutral act and may be used to allow a fair investigation.
· If suspended, the employee will receive full pay and will be informed in writing.
Step 3: Disciplinary Hearing
· If formal action is deemed necessary, the employee will be invited to a hearing with written details of the allegations and rights.
· Reasonable notice and the right to be accompanied must be provided.
· The hearing officer will assess evidence and any mitigation presented.
Step 4: Disciplinary Outcomes
Possible outcomes include:
· No further action
· First written warning (valid for 6-12 months)
· Final written warning (valid for up to 24 months)
· Dismissal with or without notice
· Alternative sanctions (e.g. demotion or training) where contractually permitted
The outcome will be confirmed in writing.
5.5 Appeals Process
Employees may appeal against any formal disciplinary action. Appeals must be made in writing within five working days of the decision, stating the grounds for appeal.
Appeals will be heard by an impartial person or panel and the decision will be confirmed in writing. The outcome will be final.
6. Disciplinary and Grievance Overlap
If a grievance is raised during a disciplinary process, the school may temporarily pause one process to consider the implications on the other.
Where a grievance is directly related to the disciplinary case, it may be addressed as part of the disciplinary hearing to avoid duplication.
In safeguarding cases, the procedures must always follow LADO guidance and statutory safeguarding processes.
7. Safeguarding Allegations Against Staff
Where misconduct involves allegations that a member of staff has:
· harmed a child
· posed a risk of harm
· committed a criminal offence against or involving a child
Then the following actions must be taken:
· The Local Authority Designated Officer (LADO) must be informed immediately.
· No internal investigation should be conducted until the LADO has advised next steps.
· The school must comply with Keeping Children Safe in Education procedures and cooperate with safeguarding investigations.
In all such cases, this policy will run in parallel with safeguarding procedures, ensuring compliance with safeguarding legislation.
8. Support for Staff
The school is committed to supporting the well-being of all staff involved in these processes. This may include:
· Access to the employee assistance programme (EAP)
· Occupational health referrals
· Mental health first aiders or designated pastoral support contacts
· Reasonable adjustments in line with the Equality Act 2010
Employees subject to these procedures are encouraged to seek support through their trade union.
9. Record Keeping and Data Protection
· Accurate and contemporaneous records of all meetings, decisions and evidence will be maintained.
· Records will be retained securely in line with the school's Data Protection Policy and relevant data retention schedules.
· Only those directly involved in the process will have access to confidential records.
10. Policy Monitoring and Review
This policy will be reviewed every two years or earlier if there are changes to relevant legislation or guidance. Monitoring will include:
· Analysis of grievances and disciplinary action trends
· Evaluation of timescales, outcomes and staff satisfaction
· Regular feedback from trade unions and staff, where appropriate
The governing body is responsible for policy approval and oversight.
11. Related Policies and Procedures
This policy should be read in conjunction with other relevant school policies:
· Staff Code of Conduct
· Safeguarding and Child Protection Policy
· Whistleblowing Policy
· Equality and Diversity Policy
· Allegations Against Staff Guidance
· Capability Policy
· Data Protection Policy
12. Appendices
Appendix A: Grievance Form Template
A standard template for staff to use when submitting a formal grievance.
Appendix B: Disciplinary Hearing Outcome Letter Template
Model letter format for confirming outcome of disciplinary proceedings.
Appendix C: Flowchart – Stages of the Grievance Procedure
Visual overview of the informal and formal grievance process.
Appendix D: Flowchart – Stages of the Disciplinary Procedure
Visual overview detailing each stage of the formal disciplinary process.
Appendix E: Panel Member Responsibilities
A summary of the roles and expectations for panel chairs and members during hearings and appeals.
