Grievance Procedure

Outline Agenda for Grievance Meeting or Appeal
1. Introductions

2. Explanation of purpose of meeting i.e. to consider the grievance with a view to resolving the matter

3. The person raising the grievance (and/or their representative) will 
a) be asked to state why they are raising a formal grievance and 
b) the outcome or resolution they require

4. Questions on the case may be asked by the manager/the Committee and their HR advisor/provider/diocesan officer (if appropriate). 
5. At this point the manager/Committee may consider it necessary to seek further information from a manager/headteacher/Chair of Governors who will be invited to attend the meeting to facilitate further discussion.

6. If it is not necessary to seek further information, the person raising the grievance will sum up their grievance.
7. The manager/the Committee will then adjourn the meeting to review the information presented

8. If it is possible to reach a decision within a short timescale, the meeting will be reconvened and the decision given.   The manager /the Committee will then confirm the decision in writing within 5 working days.  This will include details of the right of appeal against the decision if they are not satisfied.

9. If it is not possible to reach a decision immediately after the meeting, the manager/the Committee will inform the person raising the grievance of their decision within 5 working days, including the right of appeal, as detailed above.

