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Policy
Introduction
1

Estyn is committed to promoting open communication and the constructive, informal
resolution of work-related problems between staff and managers.
Aims of the policy

2

The aims of this policy are to:
a.

b.
c.

set out the procedures for raising and dealing with informal and formal
grievances to resolve workplace-related problems in a prompt and fair way, at
the lowest appropriate management level, in accordance with the ACAS Code
of Practice 1;
encourage staff to seek an early solution to work-related problems on an
informal basis in the first instance; and
ensure that Estyn is objective, reasonable and consistent in its approach to
dealing with grievances.

Scope of policy
3

This policy and associated procedures apply to all permanent and casual staff.

4

Staff on secondment to Estyn can use this policy and procedures, but only in respect
of issues relating to the secondment. Staff on secondment may be asked to
participate in grievance procedures (e.g. as a witness).

5

Where necessary, the identity of any member of staff who is called as a witness will
be kept confidential.

6

Grievances related to whistleblowing should be dealt with under Estyn’s
Whistleblowing Policy and Procedures.

7

Estyn reserves the right to amend or withdraw this policy from time to time, for
example to take into account changes in the law; best practice and/or business
requirements following consultation with staff and their representatives.

8

This policy does not form part of any staff member’s contract of employment.

9

All discussions and communication between those involved in a grievance will be
regarded as being strictly confidential, but this will not preclude any member of staff
raising a grievance from taking steps that are reasonable and appropriate in order to
1

ACAS Code of Practice 1: Disciplinary and grievance procedures April 2009 (www.acas.org.uk)
1

prepare their case. Any breach of this confidence may be regarded as a disciplinary
matter.
10

The Human Resources team are able to provide advice to staff, line managers, and
grievance and appeals officers on the proper operation of the Grievance Policy and
Procedures.
Accompaniment at meetings

11

Informal discussions between line managers and members of staff do not constitute
formal proceedings. A Trade Union official or colleague is not normally entitled to
attend such meetings. However with the agreement of both parties the member of
staff may be accompanied.

12

At all stages of the formal procedure (including at appeal stage), a member of staff
raising a formal grievance may be accompanied to meetings by a work colleague or
a Trade Union official. The member of staff must tell the person holding the
grievance / appeal meeting who his / her chosen companion is, in good time before
the meeting.

13

The member of staff is responsible for ensuring that the companion can attend the
meeting. If the member of staff or their companion are not available, the member of
staff can propose an alternative date for the meeting, to take place normally within
five working days of the original date.

14

If the member of staff fails to attend a re-arranged meeting without good cause, he /
she will be informed by the grievance officer in writing that decisions will be made in
his / her absence.

15

If, in the grievance officer or appeals officer’s opinion, the member of staff’s choice of
companion is unreasonable, for example they may have a conflict of interest or may
prejudice the meeting, the grievance officer or appeals officer may ask the staff
member to choose someone else.

16

Companions may address the meeting and confer with the member of staff, but may
not answer questions on his / her behalf.

17

Acting as a companion is voluntary and members of staff are under no obligation to
do so. If they agree to do so they will be allowed reasonable time off from duties
without the loss of pay to act as a companion.

18

Where members of staff have difficulty expressing themselves at a meeting because
of language or other difficulties e.g. a disability, they may wish to seek help from a
work colleague or Trade Union official, both in preparing and submitting their
grievance. Where appropriate, this person will attend any meetings related to the
grievance in addition to the member of staff’s chosen companion. The grievance
officer should check whether any special arrangements will be needed at any time
during the procedures e.g. access to facilities, a reader or interpreter. Estyn will
make reasonable adjustments to facilitate the attendance of a disabled member of
staff at any meeting related to the grievance.
2

19

A representative from Human Resources will attend all formal stages of the
grievance procedure to take a note of the meeting and advise on procedure.
Record keeping

20

The Human Resources team will retain all records relating to written grievances
along with a record of any decisions taken and any notes or other documents
compiled during the grievance process. Estyn will retain confidential records of any
formal proceedings, in accordance with the Data Protection Act 1998. Records will
be destroyed six years after the last action on the file.
What is a grievance?

21

A grievance is a concern, problem or complaint raised by a member of staff about a
work / employment-related matter.
Raising a grievance

22

Estyn encourages any member of staff who feels that he / she is being treated, or is
likely to be treated, unfairly, to discuss the issue with his / her line manager at the
earliest possible opportunity before it develops into a significant problem.

23

Problems will occasionally arise that may only be resolved through a more formal
procedure. Staff wishing to raise a formal grievance should follow the procedures set
out in ‘Stage 2: Formal procedure’ below.

24

Members of staff who raise a grievance will not suffer any detriment as a
consequence.
Overlapping grievances and disciplinary cases

25

If a grievance is raised during a disciplinary procedure, the disciplinary procedure
may be temporarily suspended in order for the grievance to be considered first.
Where the grievance and disciplinary cases are related it may be appropriate to deal
with both issues concurrently. The suspension of the disciplinary procedure will be at
Estyn’s discretion, taking into consideration both the interests of the organisation and
of the member of staff who raised the grievance.
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Procedures
Introduction
26

These procedures are designed to deal consistently, fairly and speedily with
grievances. Template letters and forms to support these procedures are available
from the HR section on SharePoint to help ensure consistency of treatment and
compliance with employment law.

27

These procedures are not intended to unnecessarily formalise minor issues of
concern which all staff and managers are encouraged to deal with in an informal,
common sense manner, where appropriate.
Grievance stages

28

There are three stages to Estyn’s grievance procedures:
Stage 1: Informal procedure (discussion / support);
Stage 2: Formal procedure; and
Stage 3: Appeal procedure.
See Appendix 1 for an overview of the procedures.

29

Staff can raise a grievance at either Stage 1 or Stage 2 of the procedure.
Stage 1: Informal procedure

30

If a member of staff believes he / she has a legitimate concern, he / she should raise
this concern with his / her line manager without unreasonable delay.

31

All parties must try to resolve the matter informally through discussion in order to
reach a solution at as early a stage as possible. The procedure and timetable for
considering the grievance informally is set out in the flow chart at Appendix 2.
Regular communication between the member of staff and the line manger should
continue so that both parties are aware of action being taken to resolve the concern.

32

If the matter relates to the member of staff’s line manager, or if there is another
reason why the member of staff would prefer not to raise it with him / her, the matter
should be discussed with the next senior person in the line management chain.

33

Where it is not possible to resolve the issue informally or the member of staff is not
satisfied with the outcome, he / she may seek a resolution through the formal
grievance procedure, please see ‘Stage 2: Formal procedure’ below.

34

The member of staff and line manager should agree a confidential note of any
informal discussions for their own purposes. The note will not form part of the staff
member’s formal record, but it may be referred to if the formal grievance procedure is
subsequently used to consider the matter further.
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Stage 2: Formal procedure
35

If the matter has not been resolved informally, or a grievance is made formal from the
outset, the formal procedure set out below should be used.

36

The formal procedure may be varied to take account of specific or unusual
circumstances. Advice should be sought from the Human Resources team before
any variation is implemented.
Submitting a formal grievance

37

A formal grievance should be submitted without unreasonable delay and the member
of staff should:
a. set out the details of the grievance in a written statement using the ‘Notification
of formal grievance’ form;
b. send the notification to their Assistant Director (or Strategic Director if the
grievance is about the Assistant Director); and
c. copy the grievance notification to the Assistant Director: Corporate Services.

38

The procedure and timetable for considering the formal grievance is set out in the
flow chart at Appendix 3 . The timetable will only become effective once full written
details of the grievance have been received. If the Assistant Director (or Strategic
Director) considers that there was insufficient information in the written statement to
enable enquiries to begin, the member of staff could be asked to provide further
information.

39

Staff can seek the advice from their Trade Union, or somebody else, about setting
out the grounds for a grievance but the formal grievance must be submitted by the
member of staff, unless there are exceptional circumstances that prevent them from
doing so.
Grievances raised by, or against, the Senior Management Team

40

If the Chief Inspector, or a Strategic Director is the subject of a grievance, or wishes
to raise a grievance, a written statement of the grievance using the ‘Notification of
formal grievance’ form should be sent to the Assistant Director (Corporate Services)
in respect of the Chief Inspector, or the Chief Inspector in respect of Strategic
Directors.
Appointing a grievance officer

41

The Assistant Director (or Strategic Director) will consider the nature of the grievance
and appoint a grievance officer to deal with it, following consultation with the Human
Resources team.

42

The grievance officer may be any member of staff graded at HEO or above and
would normally be at least one management level higher than the person who raises
the grievance. The grievance officer will have sufficient management experience to

5

understand the issues raised in the grievance and, in the Assistant Director’s (or
Strategic Director’s) opinion, will be able to take the grievance forward credibly.
43

As far as is practicable, the grievance officer will be impartial and not directly involved
in the alleged grievance issue under examination. The grievance officer will not
normally be the person who dealt with the grievance under the informal procedure.

44

If the grievance is against the Chief Inspector, arrangements for the grievance to be
considered independently by a Non-executive Director of Estyn’s Strategy Board will
be put in place. For grievances raised by, or against, a Strategic Director, the Chief
Inspector will be the grievance officer and determine the most appropriate way for the
grievance to be dealt with.
Grievance and other investigation meetings

45

The Assistant Director (or Strategic Director) will invite the member of staff raising the
grievance to attend a meeting with the grievance officer and Human Resources to
discuss the matter using the ‘Acknowledgment of formal grievance’ form, providing at
least five working days notice of the time and date of the meeting.

46

The purpose of the meeting is to:
a. enable the member of staff to explain the grievance;
b. clarify any issues that remain unclear; and
c. enable the member of staff to say how he / she thinks it could be resolved.

47

If necessary, meetings may be adjourned in order for the grievance officer to carry
out any further investigations and hold further grievance meetings as he / she
considers appropriate. Such meetings will be reconvened without unreasonable
delay.

48

Investigations should be conducted within the parameters of, and be proportionate to,
the issue(s) raised in the grievance (e.g. in respect of time, effort and cost).

49

The grievance officer will write to the member of staff, usually within ten working days
of the final grievance meeting, to inform the member of staff of the outcome of his /
her grievance and any further action that the grievance officer intends to take to
resolve the grievance. The member of staff will be reminded about his / her right to
appeal the decision. The member of staff must notify the Assistant Director (or
Strategic Director) if no appeal is to be submitted.

50

The grievance officer should seek advice from appropriate professionals in Estyn
(e.g. Finance, Human Resources etc) and / or legal advice before confirming the
outcome of the grievance.

51

Any further action required to resolve the grievance will be monitored and reviewed
by the Assistant Director (or Strategic Director), as appropriate, to ensure that the
actions are dealt with effectively.
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Stage 3: Appeal procedure
Lodging an Appeal
52

If the member of staff raising the grievance disagrees with the outcome of the
grievance, he / she can appeal against that decision in writing within five working
days of the date on which the decision was sent or given. The procedures and
timetable set out in Appendix 3 will be followed to consider the appeal, but can be
extended in exceptional circumstances.

53

The reason(s) for appeal should be set out clearly in writing using the ‘Notification of
appeal against grievance outcome’ form, giving adequate details of the grounds for
the appeal, and sent to their Strategic Director. If the Strategic Director was involved
in the consideration of the grievance the appeal notification should be sent to the
Chief Inspector. If the Chief Inspector was involved in the consideration of the
grievance, the appeal notification should be sent to the Assistant Director (Corporate
Services).
Appointing an appeal officer

54

All the papers relating to the grievance will be reviewed by an appeal officer,
appointed by the individual receiving the appeal after consultation with the Human
Resources Team and Strategic Director, as appropriate. The appeal officer will be
someone who has not previously been involved in the case (although they may ask
anyone previously involved to be present) and will normally be a more senior
manager than the member of staff raising the grievance.
Appeal meeting

55

The appeal officer will invite the member of staff to a meeting to present his / her
appeal using the ‘Acknowledgement of appeal against findings of formal grievance’
letter. The appeal meeting will normally be held within 10 working days of receiving
the written grounds of appeal. The member of staff will have a right to bring a work
colleague or Trade Union official to the appeal meeting.
Appeal Decision

56

The appeal officer will confirm his / her decision usually within five working days of
the appeal meeting after seeking advice from appropriate professionals in Estyn (e.g.
Finance, Human Resources etc) and/or legal advice.

57

The decision of the appeal officer will be final. This will be the end of the grievance
procedure and there is no further appeal.
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Appendix 1 – Handling grievances - an overview

Resolve grievances informally
Often a quiet word is all that is needed

Use the formal grievance procedure when it
is not possible or appropriate to resolve the
matter informally

Use the appeals procedure if you disagree
with the outcome of the grievance

8

Appendix 2 – Informal grievance procedure
Member of staff raises a grievance informally with his / her line manager
(without unreasonable delay)

Member of staff and line manager
discuss grievance (normally within 5
working days of grievance being raised)

If an informal grievance cannot be
raised with the member of staff's line
manager, it should be raised with the
next senior person in the line
management chain and dealt with
(normally within 5 working days of the
grievance being raised)

Member of staff and line manager agree a confidential note of any informal discussions

Grievance resolved

Member of staff not satisfied with
outcome of grievance

Member of staff can raise a formal
grievance

9

Appendix 3 – Formal grievance procedure
Member of staff raises a formal grievance (without unreasonable delay), setting out the grievance
in writing (using the ‘Notification of formal grievance’ form) to their Assistant Director (AD) (or
Strategic Director (SD) if AD is directly involved in the grievance), copying in the Assistant
Director: Corporate Services

AD (or SD) consults the Human Resources team regarding the nature of the grievance and the
appointment of a grievance officer (GO)

AD (or SD) writes to member of staff (normally within 5 working days) using the
‘Acknowledgement of grievance being raised’ form to acknowledge receipt of the grievance,
advise on the handling of the grievance and invite the member of staff to attend a meeting with
the GO and HR to discuss the grievance (providing at least 5 working days notice). Member of
staff has the right to be accompanied.

Grievance meeting normally held within 10 working days of formal grievance being raised, GO
carries out any further investigations and holds further grievance meetings as he / she considers
appropriate

GO undertakes any necessary further investigation following meetings and seeks advice from
others (as appropriate) e.g. Finance, HR and/or, legal advice

GO writes to the member of staff informing them of the outcome of their grievance within ten
working days of the final grievance meeting (using the ‘Notification of outcome of formal grievance’
form)

Grievance resolved

Member of staff not satisfied with outcome of grievance

Member of staff may appeal to SD (or the Chief Inspector if person raising grievance is an SD) in
writing against the outcome within 5 working days of the date on which the decision was sent or
given using the ‘Appeal against grievance outcome’ form

The individual receiving the appeal appoints an Appeal Officer (AO) in consultation with the
Human Resources Team and SD, as appropriate and notifies the member of staff in writing using
the ‘Acknowledgement of appeal against findings of formal grievance’ form

Appeal meeting normally held within 10 working days of receipt of the appeal. Member of staff has
the right to be accompanied.

Written outcome of appeal normally sent within 5 working days using the ‘Notification of Appeal
Decision’ form. The decision of the Appeal Officer is final
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Policy agreement form
Grievance Policy
This policy and its associated procedures are agreed by Estyn’s management
and Trades Unions
Signed on behalf of Estyn’s management:

Name: Branch Head: Corporate Services
Date: 15 April 2011

Signed on behalf of Estyn’s Trades Unions:

Names: Huw Collins FDA Section Convenor
Philip Barry Branch Secretary PCS Union
Date: 15 April 2011
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