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Employee Grievance Procedure

Form for use in the case of a formal grievance.
To be completed following the meeting, by the Manager hearing the Grievance.  A copy should be sent to People Services.
	Name of Manager hearing Grievance
	

	Name of Complainant
	

	Name of attending Colleague / Union Rep
	

	Name of HR Manager
	

	Date of formal meeting
	


	Summary of Meeting (brief overview of issue, resolution sought)

	


	Agreed Actions and Reasons for those Actions

	

	Date actions to be completed by 
	


	We, the undersigned, confirm that the grievance described above has been discussed and the actions agreed upon: 

	Signature of Complainant 

Signature 
Date 



	Signature of Manager hearing Grievance
Signature 
Date 
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