Appendix 1

Glasgow Life
GRIEVANCE FORM– NOTIFICATION OF INDIVIDUAL GRIEVANCE 

STRICTLY PRIVATE AND CONFIDENTIAL

The aim of the individual grievance procedure is to provide staff who have a problem or concern about their work with a mechanism for raising and having those concerns dealt with fairly and without undue delay. 

Issues which may give rise to a grievance include:

· pay, terms and conditions of employment

· health and safety

· new working practices

· working environment

· organisational change

· equal opportunities (includes discrimination issues)

This list is not exhaustive.  Separate procedures exist for dealing with grievances on particular issues such as bullying and harassment, code of discipline, (including dismissals), whistleblowing policy etc and for handling collective disputes). If the matter is too personal to discuss with the immediate manager/supervisor, the individual may wish to talk with a member of Human Resources who will provide advice on how to proceed.

Please keep a copy of this grievance form for your records.  

The grievance will be acknowledged upon receipt, after which it will be dealt with in accordance with procedures outlined in The Company’s Grievance Policy, a copy of which will be sent with the acknowledgement as a matter of course.

Grievances are considered private and confidential. Employees should always attempt to resolve the grievance informally in the first instance. Where they then wish to proceed to a formal grievance, they must use the enclosed form.  Guidance and/or assistance with completing the form(s) is available from your Trade Union representative.

The individual and their representative must present a “complete” case, with all relevant information/documentation/witnesses as appropriate.  Anyone wishing to appeal against a decision reached has the right to have his or her grievance referred to the next stage.  

It should be noted that any appeal hearing is not the place to produce new information/documentation/witnesses.  However, if new information comes to light that was not available at the initial hearing, then this should be given to the original chair to consider the implications and, if necessary, reconvene a stage one grievance hearing.

STAGE ONE INDIVIDUAL GRIEVANCE FORM

	Name:
	

	Section:
	

	Job Title:
	

	Grade/:
	

	Work Location:
	

	
	

	Work Phone Number:
	

	Supervisor’s Name:
	

	Representative’s Name/capacity (e.g. trade union representative or colleague):
	

	Statement of Grievance (please continue on separate page if necessary)

Please explain your grievance, detail the Company policy, procedures or working practice that you believe have been breached, if appropriate.  Provide a full explanation of why you believe this, detailing any evidence which backs this up (and attach any relevant documents).




	FIRST STAGE
Have you attempted to resolve this grievance informally?

Please note: - Any employee who has a grievance concerning their employment should, where practicable, discuss the issue informally in the first instance with their designated supervisor.  Both parties should make genuine attempts to find a mutually acceptable solution to the problem during these informal discussions to avoid the need to invoke the formal procedure.  You should only proceed to this formal stage where the matter cannot be satisfactorily concluded informally.
Outcome of informal discussion:



	What action do you believe would resolve your grievance?

I give permission for my representative (colleague or Trade Union representative) named below to have access to any relevant information they require, including sickness or injury records.



	Signed:



	Print name:



	Date:

	Representative’s Name/capacity (e.g. Trade Union representative or Colleague)

Telephone No:



	Representative’s Signature:…………………………………….Date:

	NOW GIVE THIS FORM TO YOUR LINE MANAGER

	For office use only

	Date received:

	Date acknowledged:


OUTCOME OF STAGE ONE INDIVIDUAL GRIEVANCE

	Date of meeting (within timescales):
	

	Was employee notified of the right to be accompanied?
	

	Persons present at meeting:


	

	This section should include a full explanation of why you came to your decision (i.e. grievance upheld, remedy taken, grievance not upheld etc) and reasons for your decision.

Background:

Conclusions:

Outcome:



	Record of action taken (or action to be taken, with timescales):
	

	Investigatory Officer’s signature:


	

	Date:
	

	

	HAS YOUR GRIEVANCE BEEN SATISFACTORILY RESOLVED?

Yes (
No
(
Where you have ticked no, this initiates the right to appeal the above decision, and a move to the second stage of the grievance procedure.

	Employee’s Signature:
	

	Date:
	


STAGE TWO INDIVIDUAL GRIEVANCE 

I now apply for my grievance to be formally investigated under Stage 2 of the Company’s Grievance Procedure.

	Employee’s Signature:


	

	Date:
	


	Received by HR:
	

	Acknowledged by HR:
	

	Received by Manager:
	

	Why.do you feel your grievance was not satisfactorily resolved at the first stage?



	What action do you believe would resolve your grievance?



	Signed:



	Print name:



	Date:



	For office use only

	Date received:

	Date acknowledged:


OUTCOME OF STAGE TWO INDIVIDUAL GRIEVANCE 

	Date of meeting (within timescales):
	

	Was employee notified of the right to be accompanied?
	

	Persons present at meeting:


	

	This section should include a full explanation of why you came to your decision (i.e. grievance upheld, remedy taken, grievance not upheld etc) and reasons for your decision.

Background:

Conclusions:

Outcome:



	Record of action taken (or action to be taken, with timescales):
	

	Manager’s signature:


	

	Date:
	

	

	HAS YOUR GRIEVANCE BEEN SATISFACTORILY RESOLVED?

Yes (
No
(
Where you have ticked no, this initiates the third stage of the grievance procedure, where you appeal to a panel of senior managers. The decision of this panel will be final.



	Employee’s Signature:
	

	Date:
	


For office use only

	Date of hearing:
	

	Date employee notified of hearing:
	


Notification of Grievance Pro Forma


