


Grievance Formal Resolution Form
The University understands that raising a grievance can be challenging. This form is designed to help staff clearly outline their complaint and the resolution they are seeking.
Staff members who formally raise a complaint will be referred to as the Reporting Party. If the grievance is about another individual, that person will be referred to as the Responding Party. 
Before proceeding, please review the Grievance Procedure to understand which issues qualify as a grievance and to familiarise yourself with the process. Wherever possible and appropriate, the University encourages complaints to be addressed informally first, as this can often lead to a quicker and more constructive resolution.
If you need help completing this form, support is available from the HR Employment Relations Team or your Trade Union representative. Printed copies of this form are available from your line manager or HR.
Once completed, please submit the form to the HR Employment Relations Team. 
	1. Reporting Party Personal Details
 

	Name:

	Preferred contact number: 

	Employee number (if known):

	Preferred Email address:

	Job title:

	Department/School:

	2. Your Grievance 

Please provide a clear and objective summary of your grievance. Consider the following prompts to guide your response:
 


	· When did the issue occur? (Include dates, times, and locations)
· If the issue occurred some time ago, what has prompted you to bring it up at this time?
· Have you tried to resolve the matter informally, as outlined in the procedure?
· Is the grievance about an individual? If so, what is their relationship to you?
· Please briefly describe the issue.
· Were there witnesses? (If yes, please provide their names and what they observed.)


	3. Resolution 


	· If you have attempted to resolve the matter informally, what was the outcome? What made it unsatisfactory? 
· If you haven’t attempted to resolve this informally, is there a reason why?
· Would you consider mediation, if appropriate? ([Link to mediation information])
· What outcome are you seeking, and how do you believe it can be achieved?


	4. Supporting Documentation 

If you have any documents to support your grievance, please list them below and briefly explain their relevance. Additionally, please remember to submit these documents along with your completed form.


	


	5. Declaration 


	I confirm that the information provided is accurate and submitted in good faith. I understand that the details may be discussed with those involved in addressing my grievance.

Name:………………………………..                          Date:……………………………..
Reporting Party name




Next Steps
Once your form is received, the HREmployment Relations Team will assign your grievance to an independent manager, who will act as the Grievance Manager. They will contact you, typically within 7 working days, to arrange a meeting and discuss the next steps.
We appreciate you taking the time to complete this form. The University is committed to ensuring that all complaints are handled fairly and sensitively.
Information provided on this form will be treated sensitively and shared only as necessary for the purpose of managing the complaint, in accordance with University policy. Where applicable, the Responding Party will be given enough information to understand the nature of the grievance to respond appropriately. 
 



