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GRIEVANCE NOTIFICATION FORM 
 
This form should be used for formal recording of individual or collective grievances. 
 
On completion this form must be signed and forwarded to the employee’s line manager or in the case where the grievance is against the line manager to that person’s line manager. Additional sheets may be attached if required. 
 
Individual 
 
Name:………………………………………………………………………………… 
 
 
Job Title:……………………………………………………………………………… 
 
 
Department:………………………………………………………………………….. 
 
 
Signature:……………………………………………………………………………. 
 
 
Date:…………………………………………………………………………………. 
 
 
Collective Grievance  
 
We confirm we wish to pursue a formal grievance, as described in this form, and that we authorise the following to act on our behalf. 
 
Parties to the grievance, please state the name(s) of those involved in raising this grievance including any Staffside representative/s 
 
 
	Employee Names 
	Job Title 
	Department / Business Area 
	Line Manager 

	 
	 
	 
	 

	 
	 
	 
	 


 
In the case of a collective grievance please indicate below two employees authorised to act on behalf of the group. 
 
1……………….…………………………………………………………………………….. 
 
 
2. ……………….…………………………………………………………………………… 

THE GRIEVANCE 
 
1. Please describe the nature of your grievance clearly setting out in full your reasons (continuing on a separate sheet if necessary) 
 	 
 
	 	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
2. How would you like your grievance resolved? 
 	 
  	A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Please explain what steps have been taken to resolve the grievance informally. 
 	 
	 
 	 
 
 
 
 
 
 
 
 


 
Please attach a copy of the informal outcome letter) 

 
4 . Please outline why you consider your grievance remains unresolved 
 
 
	 	  
 
 
 
 
 
 	 


 
 
Date:………………………………… 
 
 
 
	MANAGER DETAILS  	 	 
 
	Signature 	…………………………. 
	Print Name 	…………………………. 
	Job Title 	…………………………. 
	Relationship to Individual/Collective 	…………………………. 
	Date 	…………………………
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