
Form GP1: Grievance Record 

	Stage 1

	Part A

	(to be completed by the employee/s raising the grievance)

	1.
Full name of employee(s) raising the grievance
	

	2.   
Job Title & Place of Work
	

	3.   
Department /Division
	

	4.
Details of the grievance



	5. Details of any supporting documentation to be submitted


	6.  
Have you discussed this grievance with your line manager / other manager?
	Y
	N

	If yes, please state:

	a) Manager’s name
	

	b) 
When the discussion took place
	

	c)
What the outcome of the discussion was



	Now pass the form to the manager with whom you discussed the grievance

	

	To be completed by the line manager /other manager

	7. Do you agree that the information given at 1 - 6 above is correct?
	Y
	N

	If no, please state why:



	8.          Please give your comments on the grievance

Now pass the form back to the employee(s) 

	To be completed by the employee:

	9.
Has the grievance been resolved satisfactorily at Stage 1?
	Y
	N

	10.
Will you be proceeding to Stage 2 of these procedures?
	Y
	N

	11.      Details of why you are proceeding to Stage 2 of these procedures and any supporting information to be considered.


	(If you answered ‘Y’ to question 10, send the form to the Senior Manager who will be hearing Stage 2)


	Stage 2


	Part B - The Grievance Hearing

	To be completed by the senior manager hearing the grievance

	12.      Name of Senior Manager       Hearing the Grievance
	

	13.
Date of Grievance Hearing
	

	14.
Details of the final outcome

 

	Now send the form back to the employee/s who raised the grievance

	To be completed by the employee:

	15.
Has the grievance been resolved satisfactorily?
	Y
	N

	16.
Will you be submitting a written request for an Appeal Hearing under Stage 3 of these procedures?
	Y
	N

	17. Details of why you are proceeding to Stage 3 of these procedures and any supporting information to be considered.


	Details of why you are proceeding to Stage 3 of these procedures and any supporting information to be considered.

	If you answered ‘Y’ to question  16, send the form to the Accounting Officer/Nominated Senior Manager who will be hearing the Appeal

	

	Stage 3

	Part C - Appeal Hearing

	To be completed by the Accounting Officer / other delegated senior manager or Panel Chair hearing the Appeal

	18.
Name of senior manager or panel chair
	

	19.
Date of Appeal Hearing     
	

	20.
Please provide details of the final outcome and any actions to be taken


	Now send the form back to the employee/s who raised the grievance.  A copy should be forwarded to OHR for retention on file and should then be destroyed 12 months after the conclusion of the process.


