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Grievance Procedure – Stage One – Informal Grievance
*Where the matter is serious, it may be appropriate for the employee to raise their concerns as a ‘Formal Grievance’ – See Stage 2 process

Collective Grievance
Individual Grievance

   		
No
Does the grievance relate to the employee’s immediate Line Manager?


If issue cannot be resolved informally, relevant trade union rep / nominated employee makes written submission to Director of HR, process then follows that of an individual grievance
Nominated representative from a recognised Trade Union or one employee raises grievance on behalf of colleagues
Employee raises informal grievance verbally or in writing





Yes



Complaint escalated to appropriate next level alternative Manager/ Second Line Manager/ Other independent manager


Manager should attempt to resolve informally and make record of any discussion or meeting 





Manager provides written outcome within 5 working days



	
Employee not satisfied with outcome
Employee satisfied with outcome



Complaint is escalated to next level of Management using the Stage 2 form (Appendix 1) within 5 working days of Stage 1 written outcome
Case closed





Grievance Procedure – Stage Two – Formal Meeting
Stage 2 Manager acknowledges receipt of Stage 2 grievance form within 2 working days. Note: The Stage 2 manager is different from the manager who dealt with the informal grievance




Stage 2 meeting arranged within 28 days


Once Stage 2 meeting completed (supported by HR) resulting in:



Stage 2 manager commissions a full investigation and appoints an Investigating officer and the investigation is carried out in line with the Investigation Toolkit  
Adjourn the meeting 
to gather further information
Resolved/Upholds the grievance and identifies recommended action(s)
Case closed
Employee/respondent provided with written confirmation of investigation with Terms of Reference (TOR) provided within 10 working days 








Investigation completed either within the division or by an external investigator from another division




Feedback Meeting and Stage 2 outcome, supported by HR



Employee submits Stage 3 grievance form (Appendix 2) to Head of Employee Relations within 5 working days of the stage 2 outcome letter 

Employee not satisfied with outcome
Formal written response provided by Manager within 10 working days



Employee satisfied with outcome

	

Case closed


Grievance Procedure – Stage Three – Final Stage (Appeal)




Head of Employee Relations acknowledges receipt of Stage 3 grievance form within 2 working days




Stage 3 Hearing arranged within 28 days of the Stage 3 grievance form 
Decision of hearing provided in writing within 10 working days of the date of the hearing
Stage 3 hearing meeting held
Internal process concluded
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Section 1 - Introduction

[bookmark: _Toc158398992]1.1	Policy Statement and Rationale

As a prerequisite for complying with standards of the Grievance Procedures in the ACAS Code of Practice, this document sets out the Trust’s procedure to be followed in relation to grievances. 

Prior to this policy being instigated, the Trust would normally expect the individual to try and resolve concerns at a local level with those concerned on an informal basis.

[bookmark: _Toc158398993]1.2	Key Principles

1. The time limits expressed throughout should be regarded as the normal maximum limits which should be required at each stage.  If a grievance is identified as requiring longer at a particular stage, the time limit may be extended by mutual agreement.  

2. At all stages in this procedure an employee may be accompanied by a trade union or appropriate work colleague not acting in a legal capacity. 

3. The Trust is committed to resolving all grievances promptly and informally where possible and as close to the point of origin as appropriate.

4. Where a complaint or grievance relates to the employees immediate Line Manager, the employee can approach the HR Department in confidence or the appropriate next level alternative manager (see 2.4).

5. Any request for a grievance to be raised under the formal stages of the procedure should be confirmed in writing and supported by a statement or form (see Appendix 1), identifying the issue(s), the individual party to the grievance, and the outcome or remedy sought. At each stage of the procedure the manager concerned shall make a record and produce a written response to the individual.

6. Working arrangements which are established in the department, and existed before the grievance arose, shall continue to operate where possible while the stages in this procedure are being followed, providing that in doing so, there is no breach of the Trust’s legal obligations or danger to staff, patients or the public.

7. All grievances of a collective nature, or where an individual complaint becomes a collective issue affecting other employees, will be considered under this policy.  

8. All issues involving bullying and harassment, or whistle blowing will be considered under the Trust’s specific policies and procedures relating to these issues as listed below:

1. Bullying & Harassment Policy (Showing Civility and Respect at Work) v1.0
1. Raising Concerns – Freedom to Speak Up Policy 

[bookmark: _Toc158398994]1.3	Equality Statement

The Trust is committed to a policy of equality in all its employment practices and strives to eliminate all unfair discrimination, harassment, bullying and victimisation. Equality of opportunity is a high priority within the organisation and the Trust will not unlawfully, unfairly or unreasonably discriminate or treat individuals less favourably on the grounds age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership, and pregnancy and maternity.

[bookmark: _Toc158398995]Section 2 – Duties and Responsibilities

2.1	The Director of People and Organisational Development has overall responsibility for this policy. The Deputy Director of People and Organisational Development is the lead director and is responsible for monitoring compliance and effectiveness. The Head of Employee Relations - Human Resources is the Responsible Officer for this policy. 

2.2	Directors and managers at all levels are responsible for implementing this procedure, if and when they receive a grievance from an employee in accordance with this policy For the purpose of this procedure, Line Managers are defined as those who have employee responsibility. 

2.3	The Human Resource Department is responsible for supporting both staff and Line Managers as appropriate with the implementation of this policy.

Trade union responsibilities 
Trade Union representative are responsible for providing the necessary support to the member of staff concerned including attending relevant meetings. They should also have a knowledge and understanding of this Policy and associated toolkits.


2.4	Role of Managers

2.4.1	As employees, managers should also observe the responsibilities as set out above. It is important for managers to maintain good, open working relationships with their employees so that if an issue causing concern occurs an employee will feel comfortable and willing to speak to their line manager to resolve the issue on an informal basis.

2.4.2	When staff raise an issue, concern or grievance on an informal basis it is important that managers take the matter seriously and consider all factors. It is worth considering that for a member of staff to raise an issue causing a concern, albeit informally, they are likely to be genuinely concerned about the matter and for many employees, taking out a grievance can be daunting and often stressful; acknowledge this with them and note that the employee may need further help or support.

2.4.3	Addressing and resolving issues at the earliest opportunity is beneficial to all parties concerned. Failure to give due and timely consideration to an issue or concern that is raised, is likely to lead to further distress. 


2.5 	 Rights of Representation

2.5.1	At informal stages it is not usually necessary for employees to be accompanied. However, should an individual ask to be accompanied this should not be unreasonably refused. 

2.5.2	At formal stages of the procedure, employees have the right to be accompanied by an accredited Trade Union Representative or a work colleague (who is not otherwise involved or likely to be involved in the process ) not acting in a legal capacity. They must be informed of their right and then choose whether or not to exercise it. It is the employee’s responsibility to make arrangements to be accompanied. 

The representative/companion should be allowed to address the hearing in order to:

1. Put the employee’s case
1. Sum up the employee’s worker’s case
1. Respond on the employee’s behalf to any view expressed at the hearing.
The representative/companion can also confer with the employee during the meeting/hearing. It is good practice to allow the representative/companion to participate as fully as possible in the meeting/hearing, including asking witnesses questions. The employer is, however, not legally required to permit the representative/companion to answer questions on the employee’s behalf, or to address the meeting/hearing if the employee does not wish it, or to prevent the employer from explaining their case.


[bookmark: _Toc158398996]Section 3 – Informal Procedure – Early Resolution

1. Before commencing the formal stages of this policy, individuals are encouraged to attempt to resolve matters informally. This would normally involve raising the matter with their line manager and discussing the range of options available at the early resolution stage such as a facilitated conversation (also see Bullying & Harassment Policy - Showing Civility and Respect at Work v1.0


3.1.2	Mediation

3.1.3	In certain situations, Mediation can be considered. Mediation plays an important role in facilitating the resolution of workplaces issues and can avoid escalation to formal procedures. Mediation is the bringing together of the two parties in the dispute to air their differences in a constructive manner in order to identify a way forward, being facilitated by a designated mediator. Mediation is viewed as a timely and constructive method to help individuals move forward with working relationships that have become tense or have broken down over time.

If mediation is required, the Employee Relations Team are able to source a trained mediator within the Trust (click here to access ESNEFT Mediation).

3.2	Stage 1 – Informal Grievance

3.2.1	Before commencing with a formal complaint, individuals are encouraged to attempt to resolve matters informally by early resolution at a Stage 1 – Informal Grievance. However, where the concern is deemed to be serious, it may be necessary to progress immediately to a formal Stage 2.

3.2.2	The Stage 1 informal grievance is an early attempt to identify and resolve matters providing an opportunity for managers, employees and colleagues to discuss situations in a supportive, constructive and empathetic forum, facilitated by the line manager. Most workplace matters can be resolved at the resolution meeting stage. 


[bookmark: _Toc158398997]
3.3	Stage 1– Informal Grievance - process

	3.3.1	Where a complaint or grievance relates to the employees immediate Line Manager the employee can approach the HR Department in confidence or the appropriate next level alternative manager. The complaint is to be escalated to the second line manager and if appropriate, consideration may be given to bringing in another independent manager to deal with the complaint.

3.3.2		The employee can raise an informal grievance verbally or in writing with their manager in the first instance. The manager is to make a record of any discussion or meeting that was held in an attempt to resolve the issue and send the member of staff a written outcome within 5 working Days of the meeting. The outcome letter must include the employee’s right to formally escalate to Stage 2 Formal Grievance if they are not satisfied with the outcome.

3.3.3		Where an employee has a grievance which has not been resolved informally, they should escalate the complaint to the next level of Management using the Stage 2 form at Appendix 1, within 5 working days of receipt of the written outcome of Stage 1. 
3.3.4		The Stage 2 Appendix 1 must clearly set out the grounds for the complaint, and the reasons for the dissatisfaction with the Stage 1 response. It must clearly identify the following:

1. what the issue is
1. the parties involved
1. what has been done to try and resolve the issue
1. why this has not worked
1. what would improve the situation


[bookmark: _Toc158398998]Section 4 – Formal Procedure


[bookmark: _Toc158398999]4.1	Stage 2 – Formal Grievance 

4.1.1	Employee Relations will acknowledge receipt of the Stage 2 grievance within 2 working days of receipt of Appendix 1.  This will also include a copy of the Grievance Procedure, for their information.

4.1.2	The Stage 2 Manager will arrange a meeting within 28 days with the employee concerned supported by Human Resources. The employee may, if they wish, bring a Trade Union representative or work place colleague not acting in a legal capacity, to this meeting. Whilst attempting to resolve the matter, the manager should ensure that the employee and representative are kept fully informed as to progress at all stages.

4.1.3	 At the Stage 2 meeting, the Stage 2 manager will identify and confirm the key points of the grievance.

4.1.4	Once the Stage 2 Manager had held the meeting with the employee, they can either:

1. Resolve/uphold the grievance and identify some recommended action points 
1. Adjourn the meeting should further information gathering be required.
1. Commission a full investigation if necessary

4.1.5	If the Stage 2 Manager deems a full investigation suitable this will be carried out in line with the Trust’s Investigation Toolkit. Advice can be sought from the Employee Relations Team. The Stage 2 Manager will commission the investigation and appoint an Independent Investigating Officer. There may be exceptional circumstances where the investigation is carried out by an investigator from another division or an external investigator from another organisation or external to the NHS.  

4.1.6	Should an investigation be commissioned; the employee will receive written confirmation that an investigation will take place.

[bookmark: _Hlk158535100]4.1.7	Where the investigation identifies respondents, they will be provided with a Terms of Reference within 10 working days.

4.1.8	The key purpose of the investigation is to discover all the relevant facts and information in a fair, reasonable and objective manner. In relation to the investigation should any of the timelines not be able to be achieved, the employee(s) will be notified. With the agreement of the Stage 2 Manager commissioning the investigation, the timeline may be extended and all parties will be informed of this with the reasons.

4.1.9	On completion of the investigation, the Investigator will summarise their findings in writing in line with the Investigation Toolkit. 

4.1.10	The Stage 2 Manager will then invite the employee to a Feedback Meeting and Stage 2 Outcome which will be supported by Human Resources. The employee may if they wish, bring a Trade Union representative or workplace colleague not acting in a legal capacity, to this meeting.  

4.1.11	The Stage 2 manager will feedback a summary of the findings, responding to all points. They will make a record of the outcome meeting by producing a written response indicating the reasons for upholding or rejecting the grievance, recording any agreement reached. The right of appeal will be included in the outcome by way of escalating their grievance to Stage 3, should they feel that their issue is still unresolved.

4.1.12	This formal response should normally be provided in writing within 10 Working days of the Stage 2 Meeting.

[bookmark: _Toc158399000]4.2	Stage Three – Final Stage (Appeal Hearing)
	
4.2.1	The employee can appeal against the Stage 2 outcome by escalating the grievance to Stage 3 of the grievance procedure.  The employee is to complete Appendix 2 which is the Stage 3 Grievance form, clearly setting out the grounds for the complaint and the reasons for the dissatisfaction with the Stage 2 outcome.

4.2.2	 A letter outlining an appeal must state an employee’s full grounds for doing so and must cover the following: 

1. an unfair or unreasonable decision and the reasons why
1. new evidence that was not previously available, enclosed with the appeal letter 
1. failure to follow correct procedure, to be detailed with clarification of how the employee feels this applies.


4.2.3	The Appendix 2 must be completed and submitted within 5 working days of receiving the Stage 2 outcome in writing, to the Head of Employee Relations (or nominated deputy). (In exceptional circumstances, should there be a need to extend the timeframe, the request should be made in writing to the Head of Employee Relations detailing the reasons for the request).

4.2.4	The Head of Employee Relations (or nominated deputy) will acknowledge receipt of the Appendix 2 Stage 3 grievance form within 2 working days of having received it.
4.2.5	The Employee Relations case handler Adviser who assisted with the Stage 2 process will contact the relevant department to identify the Chair of the Stage 3 hearing panel and make arrangements for the Stage 3 hearing.

4.2.6	The employee will be invited to attend the hearing, which will be chaired by a senior/independent manager, than the manager involved in Stage 2 and who has had no previous involvement in the issue.
 
4.2.7	The panel will be supported by an independent HR Representative previously not involved in the case

4.2.8	The employee should be invited to attend the hearing within 28 calendar days of receipt of appeal. 

4.2.9	Where it is felt necessary, the panel may also request the presence of the Stage 2 Manager to make their representation in person prior to, the panel, making any decision. 

4.2.10	The employee must be advised that they have the right to be accompanied by a Trade Union representative or work colleague not acting in a legal capacity. 

4.2.11	If the employee, their representative, or Stage 2 manager is unable to attend the hearing on the proposed date, another date maybe proposed, so long as it is not more than 10 working days after the original date. However, this time limit may need to be extended in certain circumstances. In the event that the employee or their representative is unable to attend the re-scheduled hearing, the ER Adviser will work with the employee and their Union Representative to identify a date in order to proceed. In exceptional circumstances, the case may be heard in their absence and a decision taken based on the information available to the manager / panel hearing the case at that time, subject to consideration of exceptional circumstances. 

4.2.12	The following information should be provided to the Stage 3 panel members at least 7 calendar days prior to the Stage 3 hearing: 

1. The original grievance 
1. The outcome letter from the Stage 2 Grievance Meeting and any supporting information 
1. The letter of appeal against the decision at Stage 2.

The process to be followed at the Stage 3 Final hearing is: 

1. The Chair of the panel hearing the case explains the purpose of the meeting and the process to be followed 
1. The employee or their representative present a case. 
1. Witnesses may be called if appropriate 
1. Questions can be asked of the staff member’s case and witnesses
1. The manager who made the decision at the Stage 2 Formal meeting explains the rationale for their decision (only if they are required to attend by the panel)
1. Questions can be asked of the manager’s case (if in attendance) and witnesses 
1. The manager summarises their case (if in attendance) 
1. The member(s) of staff or their representative summarises their case 
1. The meeting is adjourned for the panel hearing the case to consider their decision 
1. The meeting is reconvened, and the employee informed of the outcome	

4.2.13	There will be no further investigation into the original grievance unless new evidence is submitted which would necessitate this or if there was a failure to follow correct procedure in which the employee would need to clarify this applies. In which case, the manager hearing the grievance should adjourn the hearing, pending further investigation.

4.2.14	The decision of the hearing should normally be provided in writing within 10 working days of the date of the hearing.  The written outcome will provide the rationale for the decision, which will be one of the following: 

1. Confirmation of the original decision 
1. A substitution of the original decision for a different outcome.

There may also be further recommended actions.

4.2.15	The decision of the Panel will be final and this concludes the internal process.


4.3	After the grievance – talking to staff
4.3.1	The grievance outcome and details must remain confidential when the grievance is associated to individuals However, where appropriate, it can be a good idea to talk privately with any staff who were directly involved in the grievance.

4.3.2	Usually this would be to let them know that the process is finished and to remind them not to talk about it with colleagues not involved in the grievance. They can discuss with their Union Representative or designated workplace colleague.

4.3.3	It would be good practice to inform them about any changes, lessons learnt and recommended management actions that will be introduced as a result of the process. For example, updating a policy or providing training on a particular topic.

[bookmark: _Toc158399001]4.4	No Disruption to Work

4.4.1	It is essential to the proper working of this procedure that any employee raising a grievance wherever possible should continue to work normally whilst the procedure is followed. There should be no disruption to work on the part of the employee/employee representative during the course of this process.  Where employees are unhappy with management decisions, they shall continue to do their work as required, in accordance with the professional code of conduct and or Trust Values, while their grievance(s) is being processed. The Trust reserves the right to remove people from their work area should it be deemed necessary. This action should only be undertaken with the full involvement of the Human Resources Team and agreement made with the individual, to ensure all parties understand the rationale of the decision and ensure appropriate support is provided. It is important to stress where a change or move is considered, this not regarded as a sanction and is only carried out in circumstances where the continuation of the existing arrangements, until the matter is resolved, may damage relationship or impact patient care.

[bookmark: _Toc158399002]4.5	Collective Grievances

4.5.1	Where a grievance is raised by more than one employee and the nature of the grievance[s] and the desired resolution[s] are the same, the grievance will be treated as a collective grievance which can be raised by a nominated representative of those affected employees. 

4.5.2	A nominated representative will be a member of a recognised Trade Union or one employee elected to raise the grievance on behalf of colleagues not belonging to a Trade Union. 

4.5.3	The Trust acknowledges the positive contribution that Trade Unions make and would encourage within this policy for employees to raise a grievance through their Trade Union.

4.5.4	Nominated representatives will be responsible for representing the interests of all employees in the collective grievance. This will include presenting the case at any meetings/hearings.

	4.5.5	Informal approach
Whilst recognising the rights of employees to raise a grievance through the appropriate formal stages, wherever possible, attempts should be made to resolve issues on an informal basis.

	4.5.6	Formal Procedure 
If the issue cannot be resolved informally the relevant trade union/elected employee representative will make a written submission to the Director of People and Organisational Development. A copy of the submission must be sent to the appropriate recognised Staffside Chair.

	4.5.7	The submission should provide:

1. Full details of the issue of concern and of the resolution required.
1. A list of the names of the individual staff members who are included in the collective grievance.
1. The name of the nominated representative
1. Confirmation that the nominated representative is representing the interests of all employees involved in the grievance including presenting the case.
1. Confirmation of the nominated representative’s written communication with all the listed employees in order that they are kept fully informed and can contribute effectively to the process.

4.5.8	The process for a collective grievance will follow that for individual grievances. The Trade Union representative or work place colleague not acting in a legal capacity will attend meetings on behalf of but not normally accompanied by the staff members concerned. 

[bookmark: _Toc158399003]4.6	Post Termination Grievances 

4.6.1	Wherever possible, a grievance should be raised and dealt with before an employee leaves the employment of the Trust to enable the Trust to investigate and respond to it in a timely manner. Grievances from ex-employees will only be heard on an exceptional basis providing these are submitted no later than 3 months following the last day of employment and follow a two-step process:

1. the ex-employee must set out their grievance in writing; and
1. the relevant manager will set out their written response on behalf of the Trust to the ex-employee within a reasonable timescale which will normally be within 20 working days following receipt of the written grievance.

4.6.2	There will be no right of appeal for former employees after this review.

[bookmark: _Toc158399004]4.7	Inappropriate Grievances

4.7	Should it become apparent to the relevant manager during the Grievance process that vexatious, false or inappropriate allegations have knowingly been made, or that the grievance procedure itself has been used to knowingly provoke or intimidate other staff members, the Trust does have the right to establish the facts and following a full investigation has the right to implement its Disciplinary Procedure as appropriate.

4.8     STATUS QUO 

48.1	In the case of a dispute or disagreement that has not been resolved in the first instance the status quo clause shall only apply if staff are affected with an imminent change that excludes the possibility of the grievance procedure being followed prior to the change and is lodged by a Trade Union representative. 

4.8.2 	There can be no status quo for changes that have been appropriately consulted/negotiated upon and implemented via the Trust Organisational Change Policy. Any issues in this regard must be raised by accredited staff representatives. These concerns will be heard by the Director of Human Resources and the Recognised Trade Union Lead Officer who will determine whether the status quo shall apply or not. If they cannot agree then the matter will be referred to the Chief Executive whose decision will be final 

4.8.3	The definition of ‘status quo’ is the existing arrangements in operation immediately prior to the subject of the grievance being made are to be maintained.

[bookmark: _Toc158399005]Section 5 – Training and Education

5.1	Human Resources Department and Senior Managers across the Trust will be responsible for training and education relating to compliance with this policy in the event that an individual need arises.

[bookmark: _Toc158399006]

Section 6 – Development and Implementation including Dissemination

6.1	This document has been written in accordance with the terms of the Development and Management of Trustwide Procedural Documents Policy and has involved the following who will lead on its implementation within the Trust:

47. Director of Human Resources
47. Deputy Director of Human Resources
47. Head of Employee Relations	

6.2	This document was submitted to the Trust’s Staff Partnership Forum (SPF), and Policy Sub Group. 

6.3	This document was submitted to the Director of Human Resources and Trust’s Staff Partnership Forum (SPF), for approval prior to submission to the Operational Delivery Group for ratification.

6.4	Once ratified, this document will be placed on the Trust’s Intranet. Those managers mentioned in Sections 2 and 4.1 will champion its implementation and advise staff accordingly.

[bookmark: _Toc158399007]Section 7 – Monitoring Compliance and Effectiveness

7.1	Monitoring compliance with and effectiveness of this document will be monitored annually by the Deputy Director of Human Resources by case review and feedback from Trust staff involved in managing the policy and procedures. Remedial action for non-compliance with the policy and procedures will be the responsibility of the Division/Line Managers.

7.2	This document will be reviewed by the Director of Human Resources (or nominated deputy) and the Policy Sub Group of the Staff Partnership Forum three years from the date of ratification, unless any change is required due to changes in legislation or case law or any other reason.

[bookmark: _Toc158399008]Section 8 – Control of document including archiving arrangements

8.1	Once ratified by the Operational Delivery Group, the Responsible Officer will forward this guideline to the Information Governance Department for a document index registration number to be assigned and for the guideline to be recorded onto the central hospital master index and central document library of current documentation.

8.2	In order that this document adheres to the Trust Records Management Policy, the Information Governance Department will:

1. Ensure that the most up to date version of this document is stored in the document library.
1. Archive previous versions of this document.
1. Retain previous versions of this document for a period of time in accordance with the NHS Records Retention and Disposal Schedule. 

[bookmark: _Toc158399009]Section 9 – Supporting Compliance and References

9.1	This document will support the Trust’s compliance with its legal obligations as set out in the:

1. ACAS Code on the Disciplinary and Grievance Procedure 
1. Employment Rights Act 1996 as amended
1. General Data Protection Regulations (GDPR) 2018.
1. Employment Relations Act 1999
1. Equality Act 2010 
Registered document 2409		
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[bookmark: _Toc158399010]Appendix 1 - Stage 2 Formal Grievance Procedure form

This form may be used by individual employee or a group of employees and / or their staff representatives for raising a grievance under the formal Grievance Procedure.

On completion it should be signed and forwarded to the Stage 2 Manager. Additional sheets may be attached if required.

	Please detail your grievance here

	




	Please detail your dissatisfaction with the outcome of your Stage 1 Grievance here.

	










	4.      Outcome or Remedy Sought

	







	Availability to meet 

	Please identify any dates within the next 4 weeks when you or your representative are available to meet to discuss the grievance.






	5.       Originator

	
Name: ………………………………   			Post Title …………………………….

Department: …………………………   		Date: ………………………………….




	6.      Receiving Manager

	
Name: ………………………………			Post Title: ………………………

Department: …………………………   		Date: ………………………………….
	


[bookmark: _Toc158399011]Appendix 2 - Stage 3 Formal Grievance Appeal form

This form may be used by individual employee or a group of employees and / or their staff representatives for raising a grievance under the formal Grievance Procedure.

On completion it should be signed and forwarded to the Head of Employee Relations, Human Resources. Additional sheets may be attached if required.


	Please detail your grounds for appeal with the outcome of your Stage 2 Grievance here.

	
Note: Grounds for appeal must cover one of the following:
1. an unfair or unreasonable decision and the reasons why
2. new evidence that was not previously available, enclosed with this appeal 
3. failure to follow correct procedure, with clarification of how you feel this applies.









	4.      Outcome or Remedy Sought

	



	Availability to meet 

	Please identify any dates within the next 4 weeks when you or your representative are available to meet to discuss the grievance.






	5.       Originator

	
Name: ………………………………   			Post Title …………………………….

Department: …………………………   		Date: ………………………………….




	6.      Receiving By Head of Employee Relations

	
Name: ………………………………………………………………….

Post Title: ……………………………………………………………….

Date: …………………………………………………………………….
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