NOAHS ARK COMMUNITY PRE-SCHOOL
40. GRIEVANCE POLICY AND PROCEDURE

( September 2025 )

Grievances are concerns, problems or complaints raised by an employee or volunteer regarding issues relating to their work, working environment or working relationships. The purpose of a this Policy is to ensure that, as far as possible, grievances are dealt with and resolved informally through discussion between the aggrieved employee and their Line Manager, in this case the Pre-school Leader. The key steps for resolving a grievance are:

· Discuss ordinary day to day issues informally with the Deputy Pre-school Leader, through supervision meetings, or if necessary request a separate meeting. Where this is not possible you should raise your concerns verbally with next level of management, the Pre-school Leader, prior to raising a formal grievance.

·  If after seeking to resolve your concerns informally you are not satisfied, then write to the Director, explaining your grievance.

· The Director will invite you to a meeting to discuss the grievance within 3 days. You have the right to be accompanied by a representative. This may be a work colleague or a recognised trade union representative. Thesd outcome of the meeting will be confirmed to you in writing.

· If a grievance is upheld, the Pre-school will follow our own disciplinary process if appropriate. (See Disciplinary Policy and Procedure)

· All issues will be dealt with promptly and decisions taken without delay,

You will have the right to appeal. The appeal will be heard by the Director. Following an appeal, the final decision will be confirmed to you by the Pre-School in writing. All written records of grievances will be kept for 3 years.
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