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1. INTRODUCTION

The purpose of a Grievance Procedure has been described as a procedure to enable the worries and anxieties of employees to be articulated and understood.  A grievance may arise about any aspect of employment, and may relate to an individual or small groups of individuals.  It may be about the nature and range of duties, pay and conditions of service, relationships with colleagues or supervisors, application of school or local authority policy or application of a matter determined by legislation.

It is important that confidentiality be maintained throughout all stages and that there should be no victimisation of any member of staff involved in a grievance.

The advice of officers from the HR & OD is available to assist in the resolution of all grievances.  It is recommended that their advice is sought at the outset.

The Grievance Procedure cannot be used to override a disciplinary case being pursued through the Disciplinary Procedure.

2. PURPOSE AND OPERATION OF A GRIEVANCE PROCEDURE
An individual grievance should not be used to challenge a matter determined by legislation or a general policy of the Local Authority.  Separate collective procedures may need to be used to discuss general policy questions as outlined in the relevant National Agreement.

Thus, grievances should be  within the power of the management of the service or Council to resolve.

There should be processes within the service which enable a grievance to be resolved informally and thereafter, if necessary, to be followed by a formal procedure where the informal procedure is inappropriate or has failed.  These processes should not, however, replace mechanisms for normal dialogue and discussion between managers and staff.

If similar grievances are received from several members of staff it may be appropriate to consider them all at the same time.

Sexual and Racial Harassment and Violence to Staff
The Council also have Codes of Practice on sexual and racial harassment and violence to staff.  Complaints of this nature should be pursued through those Codes of Practice and not the Grievance Procedure.

Time Limits
A grievance procedure is intended to provide a speedy method of resolving grievances and the prescribed time limit should be observed, except where an extension is agreed by the parties involved.  For the purposes of this procedure a working day should be regarded as being a day falling within the standard school term dates issued by the Authority.  However, there may arise on either side substantial reasons, e.g. a school vacation or sickness, where exceptionally it would be desirable to extend the time limits.  Any extension should be agreed as reasonable by all parties.

Representation
Teachers have the right to be a accompanied by a colleague, friend or representative of a recognised professional association or trade union at any meeting held under the Grievance Procedure.

Teachers are, therefore, advised to consult their local professional association or trade union representative before taking up a grievance.

Nothing in the procedure should preclude the right of a professional association or trade union official, from raising independently with the head of service or LEA any industrial relations matter affecting the service or from accompanying a member of their professional association or trade union at any meeting held in accordance with this procedure.  Where an officer of the professional association or trade union official attends a meeting with the head of service of the LEA, it is recommended that a representative of the HR & OD Service be invited to be present.
It is fundamental to any grievance procedure agreement that normal working must be maintained until all stages of the procedures have been exhausted.  Where the grievance under discussion is concerned with proposed changes in working hours or customary arrangements, the existing arrangements should not be disturbed whilst the matter is under consideration.

Matters Excluded from the Grievance Procedures
The following are excluded from the Grievance Procedure:

-
questions arising from the dismissal of staff or other disciplinary action.  These are subject to the Disciplinary Procedure;

-
salary queries.

3. INFORMAL PROCESS
It is recognised that many matters which become the subject of a formal grievance arise from simple misunderstandings.  Individual line managers should always strive to make their actions, instructions and requirements clear, and to act in such a way that all staff have confidence that they will be treated equitably.  Managers should always be available to respond to questions and to explain the reasons for their actions.

In the first instance, teachers should seek to resolve a complaint about any matter directly in discussions with the person(s) concerned.

The formal grievance procedure is available for complaints which cannot be resolved through informal discussion or where it is more appropriate to go straight to the formal stage(s).

4. FORMAL PROCEDURE
At all stages in the formal procedure, teachers have the right to be accompanied at any interview or meeting by a colleague, friend, or representative of a recognised professional association or trade union.
The formal procedure is intended to provide a speedy method of resolving grievances.  Whilst the aim should always be to resolve a grievance directly with the person(s) concerned, the procedure should allow teachers access to senior management where appropriate and in some cases to elected Council members in order to seek redress.
5. GENERAL ADVICE
In all cases, it is open to the person or panel of Council members hearing the grievances to consult informally and in confidence with appropriate persons (e.g. officers of the Education Department, the teacher with the grievance and/or their representatives) to seek advice which might assist in resolving the grievance at any stage.  Anyone consulted in this way should play no part, at any stage, in the formal resolution of the grievance.
In cases where the person or, panel hearing the grievance needs to obtain further information, or to enquire about policy or other issues beyond their sphere of authority, it is open to them to defer the matter for a period of time agreed with the teacher and his/her representatives to enable further enquiries to be made.

GRIEVANCE PROCEDURE
Stage 1
(a)
Where efforts to resolve the complaint informally have not been successful and the teacher remains aggrieved (s)he should state the grievance and the redress being sought, in writing to the head of service.

(b) The head of service should reply to the grievance within two working days of receipt of the grievance.  Where appropriate, the response could include a meeting with the aggrieved teacher.  The meeting should be held within two working days or as soon as possible thereafter.  A response in writing from the meeting should be given to the teacher within a further two working days.

Stage 2
(a)
Where the matter has not been resolved under Stage 1 above, the teacher should submit a formal written notice of the grievance to the senior manager responsible for the service (normally an Assistant Education Officer, or Principal Inspector/Adviser) giving reasons why (s)he is still dissatisfied and, where relevant, to the person against whom the grievance was made.
(b)
The senior manager will arrange for a meeting to take place with the teacher concerned and his/her representative within a further five working days to seek to resolve the matter.  The senior manager will give his/her decision in writing to the teacher within five working days of the meeting taking place.

Stage 3
(a)
If the matter is still unresolved, the teacher or his/her representative may write to the Director of Education to seek a further meeting to resolve the grievance.  In such circumstances, the Director of Education will arrange for a meeting to be held with a senior education officer within 10 working days.  It is expected that this meeting will resolve the outstanding matters.  However, exceptionally where this is not possible, either party may request that the matter(s) be referred to a panel of Council members for resolution.

(b)
In such cases, all relevant documents should be submitted to the panel.  The parties concerned if they so wish may make their submissions in person to the panel whose decision will be final.  The aggrieved teacher may be accompanied by a colleague or representative of their professional association or trade union.
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