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Staff Grievance Policy 
Dealing with grievances informally 
If you have a grievance or complaint about your work, or about someone you work with, you are encouraged to start by speaking with your line manager wherever possible. You may be able to agree a solution informally between you. 
You might find it helpful to about what you would like to happen to resolve the problem. You might want to raise a grievance about: 
· Things you are being asked to do as part of your job think 
· The terms and conditions of your employment contract, for example your pay 
· The way you are being treated at work, for example if you are not given a promotion when you think you should be 
· Discrimination at work, for example if you believe colleagues are bullying or treating you unfairly because of your race, age, disability, sex, gender reassignment, religion or belief, pregnancy or maternity, marriage or civil partnership, or sexual orientation
· Harassment 
In the first instance, you should normally try to speak to your line manager as they are on site and may be able to start dealing with the issue quickly. 
If you feel you cannot talk to your line manager, you should speak with another member of the Sapphire Education Senior Leadership Team (SLT) or, if this is not possible, HR. 
Raising a matter informally is not mandatory, and you may proceed directly to the formal grievance procedure if you prefer, or if the matter is serious. 
Formal grievance 
If the matter is serious, or you wish to raise it formally, you should put the grievance in writing, clearly stating that it is a formal grievance, and send it to your manager, copying HR (hr@elac.co.uk). 
You should keep to the facts and avoid language that is insulting or abusive. 
If your grievance is against your line manager and you feel unable to approach them, you should raise it with another member of the senior management team and copy HR (hr@elac.co.uk). You can raise a formal grievance if: 
· you feel raising it informally has not worked 
· you do not want it to be dealt with informally 
· it is a very serious issue, for example sexual harassment 
Matters that qualify as whistleblowing should be raised under Sapphire Education’s Whistleblowing Policy, rather than this grievance procedure. 
Grievance hearing 
Sapphire Education will carry out any reasonable investigations necessary to establish the relevant facts of the grievance. A member of SLT will write to you as soon as reasonably practicable to arrange a meeting to discuss your grievance. Where possible, the grievance will be heard by a manager who has not previously been involved in the matter. You have the statutory right to be accompanied at the grievance meeting by either a fellow worker or a trade union representative. 
After the meeting, SLT will provide you with a written outcome as soon as reasonably practicable. The outcome will include the reasons for the decision and details of your right to appeal. If further information or investigation is needed before a decision can be reached, you will be informed of this and given an indicative timescale. 
Appeal 
If you are unhappy with the decision on your grievance, you may raise an appeal. This must be done in writing (letter or email) and sent to a manager not previously involved in the grievance, copying HR (hr@elac.co.uk.co.uk). 
You will be invited to an appeal meeting, normally as soon as reasonably practicable, with a more senior manager where possible. You have the statutory right to be accompanied by a fellow worker or a trade union representative. 
Following the appeal meeting, the decision will be confirmed to you in writing as soon as reasonably practicable, including the reasons for the decision. 
The appeal decision is final. 
Multiple or related grievances 
If there are two or more related grievances, Sapphire Education will: 
· follow the formal grievance procedure for all grievances 
· keep information shared during the process confidential as far as reasonably practicable 
· consider what each staff member wants 
· explain to the staff members how the grievances are being handled
Sapphire Education may decide to hold a single meeting to cover all related grievances, where appropriate and with the agreement of the employees involved. Each staff member retains the right to an individual grievance meeting where other staff members who are part of the grievance are not present. 
General principles 
Sapphire Education will: 
· deal with grievances fairly, consistently and without unreasonable delay 
· carry out appropriate investigations to establish the facts 
· allow employees to be accompanied by a trade union representative or fellow worker 
· give all parties the opportunity to state their case before decisions are made 
· take proportionate action and communicate decisions clearly 
· allow employees the right to appeal against grievance outcomes 
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