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Policy Statement
The aim of the Grievance Procedure is to encourage consistency, transparency and fairness in the handling of workplace problems or complaints. It should allow the employer to seek an informal resolution where appropriate but allow for more formal proceedings should the circumstances demand. Also see the Prevent Duty and Staff Behaviour policies.
A ‘grievance’ is a complaint by an employee about action which their employer has taken or is contemplating taking in relation to them.
This policy is written in line with the 2025 EYFS statutory requirements and employment law. All grievances will be handled with regard to safeguarding, equality, diversity and inclusion.

Procedure
1. Statement of Grievance
· The employee must set out the grievance in writing and send it to the Pre-school Manager.
· If the grievance relates to the Manager, it should be submitted to the Designated Safeguarding Lead (DSL).

2. The Meeting
· The Pre-school Manager must invite the employee to attend a meeting to discuss the grievance. The meeting must not take place unless:
· The employee has informed the Pre-school Manager in writing of the grievance.
· The Pre-school Manager has had a reasonable opportunity to consider a response.
· The employee must take all reasonable steps to attend the meeting.
· The employee and Pre-school Manager are each permitted to be accompanied by one person, should they so wish. This may be a colleague or trade union representative.
· Minutes of the meeting will be taken.
· The Pre-school Manager must inform the employee in writing of their response to the grievance and notify them of the right to appeal against the decision if they are not satisfied with it.
· Where a grievance raises safeguarding concerns, the matter must also be referred to the DSL and, where appropriate, to Ofsted and/or the Local Authority Designated Officer (LADO), in line with EYFS 2025 requirements.

3. Appeal
· If the employee wishes to appeal, they must inform the Pre-school Manager in writing.
· The Pre-school Manager must then invite them to attend a further meeting.
· The employee must take all reasonable steps to attend the meeting.
· After the appeal meeting the Managers must inform the employee of the final decision in writing. This decision will be final.
· Records of grievances, meetings and outcomes will be kept securely and confidentially, in line with data protection requirements.
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