
Informal Stage
Employee raises a grievance (within 4 months of the event or matter).
Headteacher/line manager meets employee within 7 days.  The 
employee may not be accompanied by a TU rep or work colleague
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No further action

Formal Stage
Inform employee they may proceed to formal stage by writing
to headteacher/line manager with the basis of the grievance and 
suggested remedies. Headteacher/line manager to meet with the
employee within 10 working days of receipt of grievance. Employee
has right to be accompanied by a TU rep or work colleague.

Headteacher/line manager should check:
•the exact nature of the grievance
•any potential witnesses
•the desired outcome.
Employee advised of outcome within 5 working days and within 20
working days of the raising of the formal grievance.

Has the 
grievance been resolved

satisfactorily at the 
Informal Stage?
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Appeal
Employee must make written appeal within 10 working days
of receipt of letter confirming outcome or if an outcome has not been
received within 20 working days of the grievance being raised 
formally.  Grounds of appeal must be clearly stated. Appeal will
normally be heard within 20 working days from receipt of appeal 
letter. Employee given 5 working days notice of hearing.

Headteacher/line manager should: 
•establish the employee’s desired outcome
•take appropriate action
•advise employee of outcome within 5 working days


