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Appendix A
Salisbury NHS Foundation Trust

Grievance & Disputes Form
Formal Grievance
To be completed by the employee(s) and passed to your Line Manager / other suitable Manager as appropriate
	Raised by


	
	Department
	

	Representative


	
	Date
	


	Nature of the Grievance / Dispute: 

(please attach any additional supporting information/evidence)

	

	Resolution you are seeking:



	

	Please provide any dates you are unable to attend a hearing: 

(and reasons for this if applicable)

	


Response to Grievance

To be completed by the Manager hearing the Grievance
Stage 1 – Outcome of Grievance Hearing
	Date received:
	

	Meeting arranged for:
	

	Meeting attended by:

(please include name and reason for attendance)
	


	Outcome in respect of Grievance/Dispute Stage 1:

(please provide as much information as possible)

	


	Resolved
	
	1. Attach a copy of written agreement from member of                      staff and outcome letter

2. Send to HR Manager to file on Personal File

	
	

	Not Resolved
	
	1. Attach copy of outcome letter sent to employee

2. Employee now has 5 working days to appeal decision

	
	

	Appeal received
	
	Note date of appeal below and pass to Appeal hearing Manager immediately with all paperwork

	
	

	Date appeal received:
	

	

	No appeal received
	
	Send this form and all accompanying paperwork to HR Department for filing

	
	


	Signed by Grievance Hearing Manager:

	

	Job Title:

	

	Date:

	


Response to Appeal
To be completed by the Manager hearing the Appeal

Stage 2 – Outcome of Appeal Hearing
	Date received:
	

	Meeting arranged for:
	

	Meeting attended by:

(please include name and reason for attendance)
	


	Outcome in respect of Appeal Stage 2:

(please provide as much information as possible)

	


	Decision Upheld
	
	Please attach outcome letter providing full details of decision made at hearing

	
	

	Decision overturned
	
	Please attach outcome letter providing full details of decision made at hearing

	
	


	Signed by Grievance Hearing Manager:


	

	Job Title:


	

	Date:


	


Please pass all paperwork including this form and all outcome letters to your People Business Partner.
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