Grievance
There may be a time in your employment when you need to raise a concern/complaint/grievance about us as your employer, your manager(s) or your colleagues. To make this process as simple as possible we have the attached form available as the starting point of any complaint.
The form requires a very short and brief overview and is limited to 500 words as this is just the ‘headlines’ for the grievance, and it ensures that we are able to respond to you within our stated timeframe of X days.
Once the form has been completed you need to send it to HR or a manager not involved in the matter who will then arrange to meet with you as soon as possible to get more information from you and for you to provide any evidence and/or information you have in relation to your grievance.
Please note that it is important that however you complete this form you are able to:
1. Fully understand the content and meanings of everything set down.
2. You do not attach more sheets containing extensive details and or word – we will get this from you at a later date – additional information will not be looked at during this very first stage of the process.
3. You accept that any employee named in the form will be advised of the complaint against them.
4. You have given some thoughts for the steps you may wish the employer to take moving forwards.
5. You have set out who the complaint is against, and briefly what happened, where it happened and when – date(s) it happened (these are the key starting points for an investigation).

Please bear in mind this form is the outline to start the process, and you will be given the opportunity to provide more details/information/evidence once this form has been received by the HR/Manager.







Employee Form for raising a Grievance.
To:  …………………………………………………….
The reason for my grievance is (set out in brief terms your complaint):

What Happened?












Where did it Happen?









When did it Happen (date)?
I am raising a formal grievance/complaint against (name?) ………………………………………………………………………………….
……………………………………………………………………………………..

Please tick which of the following next steps you wish the employer to take:
· An informal approach

· Mediation

· No action, just to have this grievance placed on file

· Formal investigation









I look forward to meeting with you to discuss this further and I would like to have (name?) accompany me at this meeting.

Many thanks.


(your name)
Date:  







