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Safeguarding Statement 

 
At Eskdale Academy we respect and value all children and are committed to providing a caring, 
friendly and safe environment for all our pupils so they can learn, in a relaxed and secure 
atmosphere.  We believe every pupil should be able to participate in all school activities in an 
enjoyable and safe environment and be protected from harm.  This is the responsibility of every 
adult employed by, or invited to deliver services at Eskdale Academy.  We recognise our 
responsibility to safeguard all who access school and promote the welfare of all our pupils by 
protecting them from physical, sexual and emotional abuse, neglect and bullying. 
 
Staff will report any changes in the activities or shortcomings in the documentation to the relevant 
manager. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Introduction 
This procedure is set out in stages to enable an employee who has a grievance to express it and for 
it to be resolved informally wherever possible. 
 
The procedure is designed to provide a system which enables grievances to be considered as quickly 
and fairly as possible. 
 
Scope of the Procedure 
Grievances may be about a wide variety of matters, e.g. interpretation of conditions of service, 
treatment of an employee or work allocation.  However some matters are excluded from the scope 
of the grievance procedure because they are dealt with under other agreements or procedures 
which have their own appeal systems or because remedies are not available under the grievance 
procedure. 
 
Representation 
Any employee who has a grievance may enlist the assistance of his/her trade union representative 
or a work colleague to raise the grievance. 
 
Clarification of Issues 
An employee may have a number of grievances some of which may be unrelated to each other.  In 
such cases there may be a need to apply the grievance procedure to each issue separately rather 
than all together or, if appropriate, to deal with some issues under different procedures. 
 
If a collective grievance is registered, it may be appropriate, in some circumstances, to deal with the 
matter at a later stage in the procedure, and miss out the initial stages, or any inappropriate stages. 
 
Resolution of issues outside the Grievance Procedure 
It is an important general principle that issues of concern to employees should normally first be 
raised informally without recourse to the grievance procedure, through normal day to day channels 
of communication with colleagues/managers/supervisors. 
 
The academy encourages this and the grievance procedure is not intended to replace this well 
established and successful method of handling issues of concern to employees. 
 
STAGES OF THE GRIEVANCE PROCEDURE 
 
STAGE 1 
 
a) Where an employee has a grievance on a relevant subject which has not been resolved 

otherwise he/she should discuss this in the first instance with his/her immediate 
supervisor/line manager (this may be a supervisor, chargehand, team leader, etc).  If the 
grievance is a complaint about this person then the employee should raise the grievance with 
the next most senior person. 

 
If an employee is unsure as to who he/she should contact about a grievance he/she may, in 
confidence, ask the Employee Support Officer or a Personnel Officer who will let him/her 
know who the appropriate person is. 

 
b) The immediate supervisor/line manager should respond orally to the grievance as soon as 

possible and within two working days (verbally) or three working days (written response) of 
receipt of the grievance.  "Working days" in this context means monday-friday, in any week 
and therefore Saturdays, Sundays and bank/public holidays do not count as "working days".  



 

For teaching staff and term time only support staff, "working days" means the established 
190/195 days on which the employee is required to work. 

 
STAGE 2  
 
a) If the matter is not resolved and the employee is still aggrieved he/she should submit a 

written grievance to the appropriate Chief Officer on the grievance form within five working 
days, with a copy to the immediate supervisor/line manager. 

b) The Chief Officer will respond in writing as soon as possible and within five working days or 
arrange a meeting as soon as possible with the employee and his/her trade union 
representative or colleague from work, the immediate supervisor/line manager (if 
appropriate), a personnel officer and any other relevant people. 

 
The Chief Officer's decision may be to accept the grievance, dismiss the grievance, refer the 
matter back to the immediate supervisor/line manager for resolution with appropriate 
comments/guidance, or any other course of action which would be reasonable in the 
circumstances of the individual case. 

 
A decision following a meeting will be confirmed in writing within 5 working days. 

 
STAGE 3 
 
a) If the matter is not resolved and the employee is still aggrieved, he/she should refer the 

grievance should in writing to the Chief Personnel Officer within ten working days of the date 
of the letter confirming the decision reached at Stage 2. 

b) The grievance will be heard by a duly convened General Purposes (Appeals and Staffing) 
Committee of the Council within four working weeks of receipt of the referred grievance.  The 
arrangements will be as follows: 

 
Constitution of Committee  

 
The hearing of a grievance at Stage 3 is by a duly convened General Purposes (Appeals and 
Staffing) Committee of the Council.  The Chief Personnel Officer or representative will attend 
appeals to provide advice (including procedural and employment law advice) to the 
Committee and to assist members generally in establishing the arguments and facts being 
presented to them.   

 
The Committee to deliberate in private with only the Chief Personnel Officer or representative 
and Secretary in attendance recalling the management representative, human resources 
representative, the employee and representative only if clarification of evidence already given 
is required.  In such instances all parties should be recalled even though clarification may be 
required from only one party.   
 
Written Statements 

 
Both sides will be invited to submit written statements of case which, if received, will be 
forwarded to members seven days before the hearing.  Where both sides have provided 
statements these will also be exchanged three days before the hearing or as soon as possible 
if received after three days.  If one side does not produce a statement then they will receive 
the other side's statement as early as practicable on the day of the hearing.  Seven days' 
notice of hearings will normally be given unless it is agreed by both sides that a shorter notice 
period is acceptable.  



 

 
Representation and Attendance 
The normal procedure will be for the employee or employees bringing a grievance to attend with 
one representative and for the manager plus one human resources representative, to attend.  
Witnesses, if any, will be called in to give evidence and will then leave the hearing.  It is at the 
discretion of the Panel to permit either side to bring additional representatives/managers and to 
decide whether they may attend in an observer or participant capacity. 
 
Leave 
Within the terms of this procedure, if leave of the employee raising the grievance, or of the officer 
to whom it must be referred, impedes the application of the time limits shown then these may be 
extended by the requisite number of days. 
 
Procedure  
The procedure will be as follows:- 
 
(a) The aggrieved employee and/or representative shall state the grievance. 
(b) Whilst stating the grievance, if appropriate the employee/representative may call witnesses.  

The procedure for each witness shall be:- 
 -   Employee and/or representative to question. 
 -   Management and/or human resources representative to question. 
 -   Employee or representative to re-examine. 
 - Chair to invite each member of the Committee and the Chief Personnel Officer to ask any 

questions. 
 -   Witness to leave the room. 
(c) The management and/or human resources representative may ask questions of the employee 

or representative. 
(d) The Committee members and the Chief Personnel Officer may ask questions of the employee 

or representative. 
(e) The management and/or personnel representative to state the response to the grievance. 
(f) Whilst responding the management and/or human resources representative may call 

witnesses and the procedure for each witness shall be:- 
- Management and/or human resources representative to question. 
- Employee and/or representative to question. 
- Management and/or human resources representative to re-examine. 
- Chair to invite each member of the Committee and the Chief Personnel Officer to ask any 

questions 
- Witness to leave the room. 

(g) The employee/representative may ask questions of the manager and/or human resources 
representative. 

(h) The Committee members and the Chief Personnel Officer may ask questions of the 
management and/or personnel representative. 

(i) The management and/or human resources representative to have the opportunity to sum up 
his/her case if he/she wishes. 

(j) The appellant or representative to have the opportunity to sum up his/her case if he/she 
wishes.  

(k) The management and human resources representative and the appellant and representative 
to withdraw. 

(l) The Committee to deliberate in private with only the Chief Personnel Officer or representative 
and Secretary in attendance recalling the management representative, human resources 
representative, the employee and representative only if clarification of evidence already given 



 

is required.  In such instances all parties should be recalled even though clarification may be 
required from only one party.   

(m) The Committee shall announce its decision to both sides unless further time for deliberation 
is needed, in which case both sides will be advised of this. 

(n) The decision of the Committee will be notified to both sides in writing within 7 days of the 
hearing. 

 
Notes: 
The provision for summing up at (i) and (j) does not include the right to introduce new evidence at 
this stage in the procedure.  If this becomes necessary, then the other side should be given the right 
of reply. 
 

- Any matters of procedure not covered above will be for the Committee to decide.  
 
STAGE 4 
In the case of some grievances further appeal may be made through the North Eastern Provincial 
Council conciliation machinery. 
 
Chief Officers 
As Chief Officers have only one or two officers who are senior to them in the structure of the 
authority it may not be possible for them to use all the stages of the grievance procedure as 
described above. 
 
Grievances should, therefore, be referred to the appropriate Director in the first instance, who will 
respond within 10 working days, and as a second stage to the Chief Executive who will respond 
within 10 working days. 
 
Stage 3 (and Stage 4 if appropriate) will thereafter apply. 
 
Directors 
Directors and Divisional Heads within the Chief Executive's Department, should refer their grievance 
to the Chief Executive in the first instance. 
 
Stage 3 (and Stage 4 if appropriate) will thereafter apply. 
 
Chief Executive 
If the Chief Executive has a grievance it will be heard by a duly convened Committee of the Council 
as in Stage 3 above. 
 
Timescales 
Timescales set in the grievance procedure may be varied by mutual consent between the aggrieved 
employee and the person with whom the grievance has been lodged at the appropriate stage. 



 

BOROUGH OF HARTLEPOOL 
 
GRIVANCE PROCEDURE 
 
 
NAME: ………………………………..…..…….    POST/JOB HELD: …………..……….………………. 
 
DEPARTMENT: …………………………..……   PLACE OF WORK: …………..…….…………….….. 
 
 
PART I FOR COMPLETION BY EMPLOYEE 
 
I wish to express the following grievance: 
* I have/have not discussed this with my Foreman/Supervisor/Head of Section. 
* I have/have not asked my Union/Friend to support me. 
 
         *   Delete as appropriate. 
Set out your grievance here:- 
 
 
 
 
 
 
NOTE: Should it be necessary you may continue on the reverse side of this form. 
 
Signed: ………………………………….. 
 
Dated: ………………………………….... 
 
__________________________________________________________________________ 
 
PART II – FOR COMPLETION BY THE HEAD OF THE DEPARTMENT 
 
TO: Mr/Mrs/Miss 
 
Having interviewed you with/without your representative, my answer to your Grievance is as 
follows:- 
 
 
 
 
 
 
Signed: ………………………………….. 
 
Dated: ………………………………….... 
 
(Should you still be dissatisfied you should follow the instructions given in the document headed 
“Grievance Procedure” issued by the Council and available at your Depot or place of work). 
 
Copy to Chief Personnel Services Officer. 


