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Grievance Procedure
Purpose and Scope
A grievance is a concern, problem, or complaint that an employee raises about their work, working conditions, or relationships with colleagues or managers. This procedure is designed to ensure that all grievances are handled fairly, consistently, and promptly, in line with the ACAS Code of Practice.

Informal Resolution
If you have a grievance or complaint about your work or someone you work with at Hayley’s Little Heroes, you should, wherever possible, start by speaking informally with Hayley Ashorobi – Nursery Manager. Many issues can be resolved quickly and effectively through open discussion without the need for formal action.

Formal Grievance
If the matter is serious, has not been resolved informally, or you do not feel able to raise it informally, you should raise a formal grievance.
Your grievance must be submitted in writing to Hayley Ashorobi – Nursery Manager. You should clearly set out the facts of your complaint and avoid language that is insulting or abusive.
If your grievance is against your manager and you feel unable to approach them, you should raise the grievance with Paula Lightfoot – (voluntary) HR and Payroll Manager – 07342123897.
Employees may also contact the following external bodies where appropriate:
· Local Authority Designated Officer (LADO) – 01925 442079 (LADO@warrington.gov.uk)
· OFSTED – 0300 123 4666 (enquiries@ofsted.gov.uk)
Please note that OFSTED will only investigate matters relating to registration requirements and safeguarding. OFSTED does not deal with employee grievances; these should be addressed through this procedure, the LADO, or ACAS where appropriate.

Investigation
Where necessary, an investigation will be carried out to establish the facts of the grievance. This may take place before or after the grievance meeting and may involve speaking to witnesses or reviewing relevant documents. You will be informed if an investigation is required and kept updated on timescales.

Grievance Hearing
The Nursery Manager or Deputy Manager will invite you to a grievance meeting, usually within 5 working days, to discuss your grievance.
You have the right to be accompanied at the meeting by a work colleague or a trade union representative.
Outcome
Following the grievance meeting (and any investigation), the manager or deputy manager will provide you with a written decision, usually within 24 hours.
The written outcome will:
· confirm the decision reached
· explain the reasons for the decision
· outline any actions to be taken, where appropriate
If further information is required before a decision can be made, you will be informed of this and given an updated timescale.

Confidentiality
All grievances will be handled sensitively and confidentially. Information will only be shared with those who need to be involved in investigating and resolving the grievance.
Employees are required to maintain strict confidentiality throughout the grievance process. This includes not discussing the grievance, investigation, meetings, or outcome with colleagues or any other individuals who are not directly involved, except where supported by a trade union representative or where disclosure is legally required.
A failure to maintain confidentiality may undermine the grievance process and may be treated as a disciplinary matter, which could result in disciplinary action being taken in line with the organisation’s disciplinary procedure.
Appeal
If you are unhappy with the outcome of your grievance, you have the right to appeal. You should notify your manager that you wish to appeal.
You will be invited to an appeal meeting, normally within 5 working days, with a more senior manager or the owner. You have the right to be accompanied by a colleague or trade union representative.
Following the appeal meeting, the manager or owner will provide a written decision, usually within 24 hours. This decision is final.
Grievances Raised During Disciplinary Procedures
If a grievance is raised during a disciplinary process, the organisation will consider whether it is appropriate to pause the disciplinary process while the grievance is addressed.
Confidentiality
All grievances will be handled sensitively and confidentially. Information will only be shared with those who need to be involved in investigating and resolving the grievance.
Employee Acknowledgement
I confirm that I have read and understood the Grievance Procedure and agree to comply with it, including the requirement to maintain confidentiality throughout the grievance process.
I understand that failure to follow this procedure, including breaches of confidentiality, may result in disciplinary action in line with the organisation’s disciplinary procedure.
Employee name: _______________________________
Signature: _________________________________
Date: ______________________________________
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