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FORMAL GRIEVANCE NOTIFICATION FORM

Section 1: This section to be completed by the Employee(s)

	Name


	

	Department and section
	

	Name of line manager
	

	Name of your Trade Union  
	

	Name of the person who will accompany you
	

	Details of your Grievance

(attach a separate sheet if necessary)
	

	Date Grievance lodged
	

	Date of line managers response
	

	Please state the outcome you are seeking, if known (attach a separate sheet if necessary)
	


Employees Signature(s) …………………………………….   Date ………………………………
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Grievance Process

This is a summary of the process to be followed under the Grievance Procedure.  Please refer to the full Grievance Procedure for detailed information.

1. The grievance procedure allows you to raise a grievance relating to your employment and receive a timely and appropriate response from management, with a view to reaching a satisfactory outcome.

2. Grievance should normally be raised within 3 months of an event occurring or within 3 months of the final event where there has been a sequence of events.

Informal Stage

A grievance can be raised informally in the first instance in order to find a speedy solution to the problem.  In this you should first raise the grievance with your line manager who will be expected to provide a response (not an acknowledgement) to your complaint orally or in writing within 5 working days of receipt of the grievance.

Trade Union’s may be consulted at this stage or may accompany and represent you if appropriate.

If the line manager is the subject of the grievance, then the complaint should be addressed to the Head of Service. (Head of Service being the most senior officer in the operating unit.)

Formal Stage

 Where a grievance cannot be resolved informally it may be referred for Mediation within 5 working days and for the mediation process to be completed within 20 working days or can be dealt with under the formal procedure.

You should outline in writing to the Head of Service:-

· The nature of the grievance

· The evidence in support of the complaint

· The outcome which you are seeking

Head of Service (or nominated manager) will acknowledge receipt of this notification and must provide a response within 20 working days of receipt of the notification.

Head of Service (or nominated manager) will arrange a hearing with you and you will have the right to be accompanied at this meeting.  A written response will be given within the 20 day period.  Extension to this period may be mutually agreed.

Appeal Where you are not satisfied with the outcome of the Grievance hearing you will have the right of appeal.  This will be heard by either a Head of Service,a  member of the Corporate Management Team  or the Staffing Appeals Special Sub Committee (see full procedure.)  The decision will be notified within 5 working days of the appeal and will be final.

NB Please note that at both of the informal and formal stages of this procedure the responsibility for resolving the grievance may be delegated by the Head of Service to a line manager or section manager as appropriate.  Human Resources may be involved at any stage and If you are unsure about the procedure or who to send this form to please contact a member of Human Resources for advice and guidance.

Section 2: This section to be completed by management

	Name of complainant(s)


	

	Department and section
	

	Name of line manager
	

	Formal Stage

Date notification received
	

	Date response required by (20 working days)


	

	Date written response sent to employee.
	

	Appeal

Appeal Date (20 working days)


	

	Date hearing notified (5 working days notice)
	

	Final Outcome


	


This form should be sent to the HR Delivery manager.

