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GRIEVANCE PROCEDURE FOR ALL STAFF AT THE CITY OF LONDON ACADEMY, ISLINGTON 

Introduction 

Employers are required to have a procedure for setting grievances by individual employees. 

1. The Academy, with a statutory delegated budget, is responsible for establishing such procedures, 
which give staff the opportunity to seek redress of grievances relating to their employment.

2. The Academy and the trade unions consider it important that there is a grievance procedure, which 
sets out:

(i) A preliminary process, which may enable a grievance to be resolved informally and without 
recourse to any subsequent stage; 

(ii) (ii) A formal procedure where the preliminary procedure is inappropriate or has failed.

3. This grievance procedure is intended to deal with all individual grievances excluding disciplinary
matters, income tax, National Insurance, the rules of pension schemes and collective disputes. It
applies to grievances against Academy management, the Trust, the Trust members, and staff when
acting in a leadership/management capacity.

4. Staff are advised to consult their union representative before using the grievance procedure.

Informal Procedure 

5. Where a member of staff’s grievance concerns a work colleague, s/he should first of all endeavour to
resolve the matter by directly approaching the member of staff involved. This does not preclude the
right of the employee to raise the matter directly with a senior member of staff.

6. Where a member of staff has a grievance, which does not involve another work colleague, s/he
should approach directly her/his Leader of the Learning Community, supervisor or other senior
member of staff.

7. If the initial approaches outlined in 5 and 6 do not resolve the issue or are not appropriate, the
member of staff should request a personal interview with the Principal to discuss her/his grievance.
This should be held within five working days of the request being made. The member of staff has the
right to be accompanied by a union representative or friend. If the grievance alleges harassment or
discrimination, the Principal should where possible, be supported by a colleague of the other
gender/race as appropriate.



8. The Principal should seek to resolve the problem personally or, by mutual agreement, in
consultation with other member(s) of staff. The Principal should also seek advice from the Trust
members or consult with representatives of their union(s) concerned as may be thought
appropriate.

Formal Procedure 

9. Where the matter has not been resolved under the preliminary procedure referred to in Appendix 1,
the member of staff concerned should submit a formal written grievance on the grievance form to
the Principal, and wither give a copy to any implicated colleague or request the Principal to do so.
The member of staff should keep a copy. The Principal should establish that the preliminary
procedure has been followed.

10. The Trust will establish a Staff Appeal Committee to consider formal grievances on its behalf. The
Committee should have a quorum of three; the membership of the Committee will have full
delegated powers to act on behalf of the Trust in determining a resolution of the grievance.
However, if any member of the Trust has been previously involved in the substance of the grievance,
they should not attend as a member of the Staff Appeal Committee. Trust members should not be
involved in any discussions outside of the Committee proceedings.

11. The Committee will meet specifically to consider the grievance and this will be clerked by the Clerk
to the Trust or, if appropriate, an officer of the Trust. The procedure for the meeting is set out in
Appendix 2. A member of the Trust’s legal team will attend this meeting. S/he will be responsible for
advising on policy and procedural matters.

12. The meeting of the Committee should be held within twenty working days of the date of receipt of
the grievance. Both parties will be given five working days notice of the meeting.

13. Either party may submit written evidence and/or call witnesses. Copies of the evidence and the
names of witnesses to be called must be available to all parties at least 3 days prior to the
Committee meeting. Each side must arrange for its own witnesses to attend.

14. Both parties are entitled to be accompanied by a trade union representative or friend.

15. The responsibility for convening the Committee rests with the Chair of the Trust.

16. The matter shall end at this level where the appropriate trade union consider that an important
issue of principal arises, which could be considered through the appropriate consultation
procedures.



Principal 

17. The Principal shall have the right to submit a formal written notice of grievance to the
Chair of the Trust.



Appendix 1 
GRIEVANCE FORM FOR TEACHERS AND 

FOR ALL STAFF AT THE CITY OF LONDON ACADEMY, ISLINGTON 

TO:  PRINCIPAL OF THE CITY OF LONDON ACADEMY ISLINGTON 

FROM:  NAME________________________________________ 

 DESIGNATION: 

DETAILS OF GRIEVANCE 

Signed: _____________________________________    Date: ________________ 

Notes: (a) This form should be completed and submitted to the Principal. It cannot be accepted 
by the Principal unless it is signed by the member of staff submitting it. 

(b) The employee should keep at least one copy of this form when submitting it to
the Principal and either give a copy to any implicated colleague, or request the Principal 
to do so.



Appendix 2 

FORMAL GRIEVANCE HEARING PROCEDURE 

1. The Committee should elect a Chair for the meeting.

2. The Chair to call in all parties.

3. The Chair to explain procedure.

4. Chair to establish that all parties and Trust members have any written evidence that was 
submitted beforehand and names of any witnesses to be called

5. Employee (or representative) to present their case, referring to written evidence and calling any 
witnesses. When witnesses are present they should be questioned (in the following order):

(i) By employee (or representative)

(ii) By Principal (or other respondent)

(iii) By Trust members

If agreed by all parties, witnesses will be released at the end of giving their evidence. 

6. At the conclusion of the presentation of their case, the employee should be questioned (in order):

(i) By Principal (or other respondent)

(ii) By Trust members

7. The Principal to present their case, referring to written evidence and calling any witnesses. When 
witnesses are present, they should be questioned (in order):

(i) Principal (or respondent)

(ii) Employee (or representative)

(iii) Trust members

8. At the conclusion of the presentation of their case, the Principal to be questioned (in order) by:

(i) Employee (or representative)

(ii) Trustees

9. The employee has the opportunity to summarise their case without introducing any new evidence.



10. The Principal has the opportunity to summarise their case without introducing any new evidence.

11. Both parties will withdraw while the Trust members consider the case. If they wish to clarify any 
points with each party, both parties should be recalled.

12. The Trust members may advise both parties of their decision orally or may advise them that 
written notification will be given within five working days.

13. All procedures of the Committee are confidential. The decision of the Committee should be 
reported as a matter of confidential information to the next Trust meeting.




