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1. Policy statement
1.1 It is the Priory Learning Trust’s (the Trust) policy to ensure that all employees

have access to a procedure to help deal with any grievances relating to their
employment fairly and without unreasonable delay. Where you make us aware
that you have a complaint we will investigate any formal grievance that you
raise, hold a meeting to discuss it with you, inform you in writing of the
outcome, and give you a right of appeal if you are not satisfied.

1.2 Issues that may cause grievances include:

(a) terms and conditions of employment;

(b) health and safety;

(c) work relations;

(d) new working practices;

(e) working environment;

(f) organisational change; and

(g) discrimination or equal opportunities.

1.3 This procedure does not form part of an employee's contract of employment
and it may be amended at any time to ensure it remains compliant with best
practice. The employer may also vary application of this procedure, including
any time scales for action, as appropriate.

2. Who is covered by the procedure
2.1 This procedure applies to all employees regardless of length of service. It

does not apply to agency workers or self-employed contractors.

3. Using this procedure
3.1 Complaints that amount to an allegation of misconduct on the part of another

employee will be investigated and dealt with under the Trust’s Disciplinary
Policy & Procedure and you will be informed if this is the case.

3.2 This Grievance Policy & Procedure should not be used to complain about
dismissal or disciplinary action or the outcomes of other procedures. If you are
dissatisfied with any disciplinary action, you should submit an appeal under
the Disciplinary Policy & Procedure.

3.3 Where an 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.

3.4 There is a separate Anti-Harassment and Bullying Policy that may be useful �-砀ypr
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3.6 This procedure does not apply to grievances concerning two or more
employees (collective grievances) raised by a representative of a trade union
or other representative body. These will be dealt with as appropriate to the
facts of the case.

3.7 Written grievances will be placed on your personnel file along with a record of
any decisions
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8.5 We will write to you, usually within 5 working days of the final grievance
meeting, to inform you of the outcome of your grievance and any further action
that we intend to take to resolve the grievance. We will also remind you of your
right of appeal. Where appropriate we may hold a meeting to give you this
information in person.

9. Appeals – Step 3
9.1 If the grievance has not been resolved to your satisfaction, you may appeal.

Please address your appeal to the HR Team, stating your full grounds of
appeal, within 10 working days of the date on which the decision was sent or
given to you.

9.2 We will hold an appeal meeting without unreasonable delay, and normally
within 10 working days of receiving your written appeal. The appeal䠀n
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