Appendix 2

CULTURE AND SPORT GLASGOW

GRIEVANCE FORM– NOTIFICATION OF GROUP/COLLECTIVE GRIEVANCE 

STRICTLY PRIVATE AND CONFIDENTIAL

Both the Company and the recognised Trade Unions agree that mechanisms will be put in place to allow for consultation and negotiation to take place at appropriate levels within the Company.

All parties intend to consult and negotiate in good faith and to employ their best endeavours to secure agreement.

If, however, agreement cannot be reached, the collective disputes procedure can be enacted.

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.
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 Collective Disputes Procedure, a copy of which will be sent with the acknowledgement as a matter of course.

The trade union(s) must present a “complete” case, with all relevant information/documentation/witnesses as appropriate.  The trade union(s) have the right to appeal against a decision reached, and to refer it 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 COLLECTIVE DISPUTES FORM

	Trade Union(s):
	

	Department/Service:
	

	Work Location (if appropriate):
	

	Division (if appropriate):
	

	Trade Union Lead Officer(s):
	

	Contact Number:
	

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

Please explain the grievance, and, if appropriate, detail the Company’s policy, procedures or working practice that you, as the Trade Union, believe has been breached.  Provide a full explanation of why you believe this, detailing any evidence that backs this up (and attaching any relevant documents).




	INFORMAL STAGE
Outcome of informal discussions, consultations and negotiations:



	What action(s) do you believe would resolve the grievance?



	Representative’s Name/capacity:



	Print name:



	Date:

	Telephone No:



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

	NOW GIVE THIS FORM TO THE APPROPRIATE MANAGER

	For office use only

	Date received:

	Date acknowledged:


STAGE ONE GROUP/COLLECTIVE GRIEVANCE

OUTCOME OF STAGE ONE MEETING (to be completed by appropriate manager):

	Date of meeting or meetings (within timescales):
	

	Persons present at meeting:


	

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

Background:

Conclusions:

Outcome:



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

	Manager’s signature:


	

	Date:
	

	To be completed by Trade Union:

	HAS THE GRIEVANCE BEEN SATISFACTORILY RESOLVED?

Yes (
No
(
Where NO has been ticked,  this initiates the right to appeal the above decision, and a move to the second stage of the grievance procedure.

	Trade Union(s) Representative’s Signature(s):
	

	Date:
	


STAGE TWO GROUP/COLLECTIVE GRIEVANCE – TO HEAD OF SERVICE

We now apply for our grievance to be formally investigated under Stage 2 of the Company’s Collective Disputes Procedure.

	Received by Department/Service HR:
	

	Acknowledged by Department/Service HR:
	

	Received by Head of Service:
	

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



	What action(s) do you believe would resolve your grievance?



	Trade Union(s) Representative’s Signature(s):


	Print name(s):



	Date:



	For office use only

	Date received:

	Date acknowledged:


OUTCOME OF STAGE TWO GROUP/COLLECTIVE GRIEVANCE 

FROM HEAD OF SERVICE

	Date of meeting or meetings (within timescales):
	

	Persons present at meeting:


	

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

Background:

Conclusions:

Outcome:



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

	Head of Service signature:


	

	Date:
	

	To be completed by Trade Union:

	HAS THE GRIEVANCE BEEN SATISFACTORILY RESOLVED?

Yes (
No
(
Where NO has been ticked,  this initiates the right to appeal the above decision, and a move to the second stage of the grievance procedure.

	Trade Union(s) Representative’s Signature(s):



	Date:


For office use only

	Date of hearing (within 15 days of receipt of Stage 3 request):
	

	Date trade union notified of hearing:
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