Grievance Procedure (April 2026)
Introduction
This procedure sets out the process for resolving grievances raised by any employee of Watcombe Childrens Centre Nursery. It is designed to ensure concerns are addressed promptly, fairly, and at the lowest possible level, while providing the right to escalate and appeal decisions. 
Principles
· The procedure applies to all employees and covers any workplace issue that may cause concern, except: 
· Disciplinary matters (unless the action is alleged to be discriminatory or unrelated to conduct/capability)
· Strategic business decisions made by directors (except where operational impact is relevant)
· The policy is compliant with the Equality Act 2010, ensuring all employees are treated fairly and without discrimination on any protected characteristic.
· The procedure is aligned with ACAS Code of Practice, promoting early resolution and constructive dialogue.
· Employees are encouraged to raise concerns informally with their line manager before initiating a formal grievance.
· Employees have the right to be accompanied at any grievance or appeal meeting by a trade union representative or work colleague.
Procedure
Informal Resolution
· Employees should first discuss concerns informally with their line manager during supervision or request a separate meeting.
· If informal resolution is not possible, concerns should be raised verbally with the next level of management.
· If the issue remains unresolved, employees may proceed to the formal stage.
Formal Procedure
1. Raising a Grievance
· Employees must submit their grievance in writing, clearly stating the nature of the concern, to their line manager.
· If the grievance is against the line manager, it should be submitted to a more senior manager (e.g., director).
2. Grievance Meeting
· The manager will acknowledge receipt and invite the employee to a meeting within five working days, providing at least 48 hours’ notice.
· Employees must make reasonable efforts to attend. If attendance is not possible due to unforeseen circumstances (including the companion or manager), the meeting will be rescheduled.
· If the companion cannot attend, the employee should propose an alternative date within ten days of the original meeting, with extensions by mutual agreement.
3. Decision and Right of Appeal
· After the meeting, the manager will confirm the outcome in writing within ten working days, including details of the right to appeal.
· If dissatisfied, the employee must submit grounds for appeal in writing within seven working days of receiving the decision.
4. Appeal Hearing
· The employee will be invited to an appeal hearing within five working days of the appeal submission, scheduled as soon as reasonably possible.
· Attendance requirements and rescheduling provisions mirror those of the initial grievance meeting.
· After the appeal hearing, the manager will communicate the final decision in writing within ten working days.
5. Final Stage
· The appeal decision is final. No further internal appeal is available.
Additional Safeguards
· All stages of the procedure will be conducted in accordance with the ACAS Code of Practice and the Equality Act 2010, ensuring fairness, transparency, and reasonable adjustments where required.
· Confidentiality will be maintained throughout the process.
· No employee will be disadvantaged for raising a grievance.

