APPENDIX 2

Formal Grievance Form (Grv1)

STRICTLY CONFIDENTIAL – Formal Grievance

· Please ensure that you have read the grievance procedure before completing this form.

· Attempts should be made to resolve matters informally before lodging a formal grievance.

· You must complete sections A and C. Only complete section B where it is appropriate to your grievance

· You may seek assistance from your Trade Union representative in completing this form where applicable.

Section A
	Name:
	

	Job Title:
	

	School:
	

	Manager:
	


I wish to submit a formal grievance in accordance with the school’s Grievance Procedure. The details of my grievance are below; (You may attach additional sheets to this form where necessary)
	Date of the first event(s) leading to the grievance:




	I have tried to resolve my grievance informally with:                                                       on:


Where applicable, please indication the name of the person you have tried to resolve this matter with and the date it was initially raised.
Please provide brief details below of the outcome of the informal stage:

	



Section B

Only complete this section where applicable to your grievance. If this section is not applicable go to section C.

If your grievance involves a complaint of harassment, discrimination, bullying or victimisation, please provide details below;

	Name(s) of person(s) complaint is against:




Details of the complaint including a description of the behaviour and why it is felt to be unacceptable, date(s) and location(s) of occurrences (wherever possible):

	


What steps have you taken to stop the unwelcome behaviour:

Where applicable, please indicate the name of the person you have tried to resolve this matter with and the date it was initially raised as well as the outcome of your attempts to resolve this matter informally.

	


Please provide details of the outcome you are seeking by raising a grievance:

	



Section C
Please provide details of the outcome you are seeking by raising this grievance:

You only need to provide details of the outcome you are seeking if you have not completed section B.

	


Signed (employee): __________________________________________________________

In signing this form you are agreeing that the information provided is true to the best of your knowledge. The employee with the grievance must sign the form, even if it is completed on their behalf by a trade union representative.

	Date received by manager/head teacher:


	Date copy sent to HR:

HR Contact:


