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The Schedule of a Grievance Hearing 


	Who 
	Item

	
	

	Manager/Panel 
	Decide who will chair the Panel.

	
	

	Manager/Panel  
	The Panel needs to ensure that they do not express any opinions regarding what is being said, other than asking questions to ensure that they fully understand the evidence before them; so that the Manager/Panel can make a fair decision. 

The role of the Panel during the hearing is to explore the evidence through questions of the presenting manager/Head Teacher/Investigation Officer and the Employee. This is in order that the process remains fair.

The hearing should be reminded that all parties must:

· conduct themselves in a professional manner, 
· there should not badgering or bulling or repetition of questions. 
· All parties should be respected and allowed to speak without interruption. 
· Any questioning should not be aggressive in nature; if any party that fail to act or behave in the appropriate manner may be excluded from the hearing. 
· The Manager/Panel must be allowed to examine the presented evidence in a calm and professional manner.

Confidentiality
Reminder - All proceedings of the Governing Body and the Grievance Committee are confidential. Only the decision of the committee shall be reported as a confidential item to the next Governing Body meeting and shall not be further discussed.

Deliberation should take place after the hearing.

Both parties, starting with the Grievant, will have the opportunity to summarise their arguments if they wish and make a concluding statement. 

Both parties will then withdraw whilst the Governors considers the case in order to decide on the outcome. If it is necessary to recall the employee or a witness, to clarify points of uncertainty as to the evidence presented, this must be done in the presence of the employee and representative.

	
	

	Human Resources
	The Panel meet to brief on the process by the HR Advisor.

	
	

	Human Resources
	Both sides are invited into the Hearing. 
(Witnesses do not come in at this stage)

	
	

	Chair of the Management Committee/Manager    
	Outline that this is Grievance Hearing which has been convened to hear the Grievance of the Employee

	
	

	Chair of the Disciplinary Panel/ Manager
	The Governors Management Grievance Committee should ask individuals to introduce themselves to the Grievance Committee Meeting, in this order:

· Grievance Panel  
· The Grievance Hearing Officer/Chair of Governors/Chair of the Previous Panel who will present the Management Case
· The Employee and/or Trade Union representative 
· Representatives from Human Resources 
· A minute taker

	
	

	Chair of the Panel explains Possible outcomes
	At the conclusion of the Formal Stage:

· Uphold the original decision – Made by the Head Teacher / Chair of   
           Governors
· Uphold the Grievance – further actions may be considered


	
	

	Chair of the Grievance Panel
	To outline the schedule of the Hearing (As below)

	
	

	The Employee and/or Trade Union representative
	Employee will present their Grievance 

	
	

	The Hearing Officer/Chair of Governors (From previous Stage) 
	To ask questions regarding the Grievance presentation/case

	
	

	The Grievance Panel
	To ask questions regarding the Grievance presentation/case

	
	

	The Hearing Officer/Chair of Governors (From previous Stage)
	Will present the reason/s why the Grievance was previous not upheld

	
	

	The Employee and/or Trade Union representative
	To ask questions regarding the Grievance was previous not upheld/should have been upheld

	
	

	The Grievance Panel
	To ask questions regarding the Grievance presentation/case

	
	

	The Employee and/or Trade Union representative
	Will summarise the Case for Management highlighting the main points

	
	

	The Hearing Officer/Chair of Governors (From previous Stage)
	Will summarise the Case in defense against the allegations highlighting the main points and any mitigating circumstances

	
	

	The Grievance Panel/Manager
	To ask any final questions of both the Management and Appellant

	
	

	Manager/Chair explains Possible outcomes again
	
· Uphold the original decision – Made by the Head Teacher / Chair of   
           Governors
· Uphold the Grievance – further actions may be considered


	
	

	Chair 
	Adjourns the meeting for the Manager/Panel to consider outcome and explains that the employee will be written to within 5 working days.

	
	


	All Except the Manager/Panel and the HR Advisor to leave the meeting.
	The Manager/Panel deliberate
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