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Annexes to Grievance Procedure 
 
Annex 1 
 
Guidelines for Managers carrying out a Formal Investigation 

 
Purpose of Investigation 
You need to carry out a full investigation so that you can make an informed 
decision about the nature of the grievance and suggest a reasonable solution. 
You may, therefore, need to investigate relevant documents or records, you 
may need to interview the employees involved in the incident and you may 
need to interview witnesses to the incident. 
 
Normally* the manager who receives the grievance should carry out the 
investigation. The manager should be senior to anyone who is the subject of 
the investigation. 
 
 
The Process 
 
 
Initial Checks and Meeting with Employee 
You should have received an Employee Grievance Form completed by the 
employee that states the nature of the grievance and the remedy they are 
seeking. It should also name the other individuals concerned and any 
witnesses.  If you haven’t received a form ask the employee to complete one. 
 
Arrange a meeting with the employee and check that the form accurately 
details his/her grievance and the remedy that he/she is seeking.  Remind the 
employee that a copy of the form will be given to all the individuals named as 
part of the grievance and it should not contain any insulting or abusive 
language. The employee is entitled to bring a work colleague or professional 
association/ trades’ union representative (known as a ‘companion’) to this 
meeting to provide support and guidance. 
 
If you think the complaint could be dealt with more appropriately using another 
procedure, then suggest this to the employee e.g. if their complaint relates to 
flexible working tell them about the Flexible Working procedure. 
 
N.B.  You normally have just 20 working days from this meeting to reach 
a decision and confirm this to the employee. 
 
Decide what further information is required 
You may need to obtain written documents in order to substantiate or dispute 
allegations; where these have been produced by someone in the course of 
their work then they should be provided to you on request, unless they contain 
personal information about another employee who is not involved in the 
grievance.  In those circumstances you can ask for a ‘redacted version’ (with 
irrelevant personal information removed or hidden). 
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You may need to carry out a number of interviews with employees; your list is 
likely to include anyone against whom the grievance has been raised plus any 
relevant witnesses that may be suggested by any party. 
   
You may find that your list of potential interviewees keeps growing; if the 
employee has provided a long list of witnesses it may be sensible to ask 
which are key to the complaint so that time is not misspent obtaining the same 
information from different people.  HR for Schools and Academies can advise 
when it looks as if the process might become very time-consuming or when it 
looks like a whole department is becoming involved. 
 
N.B. if you need to interview pupils please contact the Headteacher/Principal 
or HR for Schools and Academies who will advise on the appropriate 
procedure including involvement of parent/carer. 
 
Organise the Interviews 

 Decide the best order in which to interview the witnesses 
 Set up the interviews, briefly explaining the purpose 
 Choose a venue that provides confidentiality for those attending 
 Tell interviewees not to discuss the content of the interview with 

anyone 
 Advise the interviewees that they have the right to be accompanied by 

a ‘Companion’ i.e. a work colleague or professional association/trades’ 
union representative 

 
Conduct the interviews 

 Decide the areas of questioning in advance and prepare your 
questions 

 Explain the purpose of the interview and what topics you’ll be asking 
about 

 Explain that the information provided may be used as evidence at the 
grievance ‘meeting’, but will be treated as confidential 

 Try not to give information to the interviewee before you have heard 
their version of events 

 Ask the interviewee to clarify precise information such as dates/ times/ 
presence of other witnesses etc. 

 Arrange to have someone to take full notes of each interview; if this 
can be done as responses to prepared questions then a written record 
of the questions and answers will provide a structured record of the 
interview.  Alternatively a written summary of the interview can be 
provided to the interviewee. In either case the interviewee should be 
asked to check the statement, add any comments, date and sign it as a 
true presentation of the meeting. 

 
Consider Mediation 
Sometimes grievances can become very personal and make it hard for both 
parties to focus on finding a solution that enables effective working; in such 
situations bringing in an objective, external third party, a mediator, can break 
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deadlock.  Mediation is a voluntary process whereby the mediator helps two 
or more people in dispute to attempt to reach an agreement.  HR for Schools 
can provide contact details for mediation services. 
Please note that the use of an external mediator will result in additional costs 
to the school. 
 
 
Consider the Evidence and Reach a Conclusion 
You now have to decide your response to the grievance, taking into account 
all the evidence and information presented to you that has been established 
as factual and relevant and produce a written report to give to the employee. 
 
Tell the employee your decision 
Arrange another meeting with the employee and his/her representative/work 
colleague; tell the employee your decision and give them your report and 
inform the employee of their right of appeal. 
 
Role of Schools’ HR Officer 
The investigating officer at a Stage 2 grievance may seek advice from HR for 
Schools and Academies and may invite a Schools’ HR Officer to be present 
during meetings to advise on the process.  
  
A Schools’ HR Officer may be present in the role of adviser to the governors’ 
panel at a Stage 3 Appeal to assist with procedural matters associated with 
the conduct of the hearing and provide guidance during the subsequent 
deliberations. 
 
Right to Be Accompanied 
 
Employees have the right to be accompanied at all stages of the grievance 
procedure by a ‘companion’ (a work colleague or professional 
association/trades’ union representative or by a full time Trade Union Official); 
their choice of support should not, however, lead to unreasonable delay in 
scheduling meetings.  
 
This right applies not only to the employee who has raised the grievance but 
also the employee(s) accused of causing or contributing to the grievance.  
 
If an employee’s chosen companion is unable to attend an arranged meeting 
(at stage 2) or an ‘Appeal’ (stage 3) then the stage 2 meeting or the stage 3 
‘Appeal’ will be postponed to the time the employee proposes, provided that 
the alternative time is reasonable and no more than 5 working days after the 
date originally proposed. 
 
If the companion is a work colleague or a professional association/trades’ 
union representative he/ she should be given reasonable paid time off work in 
order to discuss the case with the employee and prepare for, and attend, the 
meetings. 
 
The ‘companion’ may address the meeting in order to put the employee’s 
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case, or to confer with the employee.  The ‘companion’ may also raise 
procedural matters or clarification. He/she does not, however, have the right 
to answer questions on the employee’s behalf or to prevent the employee 
from stating his/her case. 
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ANNEX 2: Suggested Format for Stage 3 Appeal Hearings 
 

 
 Please note: this is only a guideline for the format of a grievance meeting. It is 
not the same as a disciplinary hearing; it is a meeting where discussion and 
dialogue should aim to produce a resolution. It is not intended to create an 
adversarial setting, but rather to provide an opportunity for the panel to hear and 
understand the elements of the case. 

 
 

1. The Chair of the Panel will introduce those present and explain their role 
and the order of proceedings and ensure that everyone present has copies 
of all the relevant documentation. The Chair of the Panel will ensure that 
all parties understand the nature of the complaint, and will confirm the 
names of any witnesses who may be called. 
 

2. The employee or his/her ‘companion’ will be asked to explain why the 
decision at Stage 2 – Formal was not acceptable and what outcome 
he/she is seeking. The employee can invite relevant witnesses to present 
evidence and respond to questions put to them. 
 

3. The manager who heard the grievance at Stage 2 will then be able to ask 
questions of the employee and any witnesses. 
 

4. The Appeal Panel may then ask questions of the employee and witnesses. 
(Witnesses will be present in the meeting only when they are required for 
questioning.) 
 

5. The manager who heard the grievance at Stage 2 will then be asked to 
explain his/her decision and can invite relevant witnesses to present 
evidence and respond to questions put to them. 
 

6. The employee or his/her companion may then ask questions of the 
manager and witnesses. 
 

7. The Appeal Panel may then ask questions of the manager and witnesses. 
 

8. If either party asks for new information to be considered at appeal the 
panel may need to delay or suspend the appeal to enable the new 
information to be investigated properly. 
 

9. The employee or companion will then sum up his/her case.  
 

10. The manager will sum up his/her case. 
 

11. The Appeal Panel will then deliberate; the employee should be informed 
when they might reasonably expect a response if the Panel decides that it 
cannot give a response on the day. The employee will receive written 
confirmation of the decision within 5 working days of the appeal hearing. 
The decision will be final. 
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 (N.B.  The ‘companion’ may address the meeting in order to put the 
employee’s case, or to confer with the employee.  The ‘companion’ may 
also raise procedural matters or clarification. He/she does not, however, 
have the right to answer questions on the employee’s behalf or to prevent 
the employee from stating his/her case.) 
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