      
 STRICTLY CONFIDENTIAL                           Form RGP-1 

    Resolution and Grievance Procedure  
        (Stage 1 - Informal Resolution)
Managers are advised to refer to the Resolution and Grievance Procedure and HR advisor.
Section A – The employee raising the concern (to be completed by the manager)
	Name:
	     
	Service Area:
	     

	Job Title:
	     
	Email: 
	     

	Department:
	     
	Line Manager’s Name:
	     


Section B – The employee’s concern (to be completed by the manager) 
	What is the nature of the employees concern: please tick ( 
  FORMCHECKBOX 
 Work/Role related    FORMCHECKBOX 
 Relationships   FORMCHECKBOX 
 Other [state] _____________________________________________   

(HDVB)       FORMCHECKBOX 
 Harassment      FORMCHECKBOX 
 Discrimination      FORMCHECKBOX 
 Victimisation      FORMCHECKBOX 
 Bullying    





Section C - Informal Resolution Outcome (to be completed by the manager)

	Explain what your resolution/outcome is to the concern(s) that the employee has raised: 
Press enter for more space



Please provide a copy of this RGP-1 form to the employee 
raising the concern and the HR advisor
Date: _________      Manager Signature: _______________   Print Name: __________________

STRICTLY CONFIDENTIAL                           Form RGP-2 

     Resolution and Grievance Procedure 

     (Stage 2 - Formal Resolution)
Employees are advised to refer to the Resolution and Grievance Procedure and HR advisor.
Section A – The employee raising the concern (to be completed by the employee)
	Name:
	     
	Service Area:
	     

	Job Title:
	     
	Email: 
	     

	Department:
	     
	Line Manager’s Name:
	     


Section B – About your concern (to be completed by the employee) 
	What is the nature of the employees concern(s): please tick ( 

  FORMCHECKBOX 
 Work/Role related    FORMCHECKBOX 
 Relationships   FORMCHECKBOX 
 Other [state] _____________________________________________ 

(HDVB)       FORMCHECKBOX 
 Harassment      FORMCHECKBOX 
 Discrimination      FORMCHECKBOX 
 Victimisation      FORMCHECKBOX 
 Bullying    

Please state what your concern(s) is: provide as much detail as possible e.g. names, dates, examples, evidence
Press enter for more space



Section C – What resolution are you seeking by raising your complaint formally?
	   Please tick (
    FORMCHECKBOX 
 I want the behaviour to stop

    FORMCHECKBOX 
 I want an apology 

    FORMCHECKBOX 
 I want a process to be changed

	 FORMCHECKBOX 
 Other (please specify below)
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------


Section D – Your declaration (to be completed by the employee)
NB: The employee raising the concern(s) must sign this form, even if it has been prepared by a Trade Union representative 
Signed (Complainant): ____________________   Print Name: ____________________________
I confirm that the information I have provided is truthful and I raise this concern(s) in good faith. 
.

	Name of Trade Union Representative:                                            Trade Union:      



	Date Form RGP-2 Submitted to Line manager:  DD/MM/YYYY        



Once completed, you should forward this RGP-2 Form to your Line Manager.

(If your concern is about your Line Manager, you should submit it to an alternative manager)


STRICTLY CONFIDENTIAL                           Form RGP-3 

     Resolution and Grievance Procedure 

     (Stage 3 - Appeal)

Employees are advised to refer to the Resolution and Grievance Procedure and HR advisor.
Section A – The employee appealing the formal Stage 2 resolution / outcome 

	Name:
	     
	Service Area:
	     

	Job Title:
	     
	Email: 
	     

	Department:
	     
	Stage 2 Manager:
	     


Section B – The Resolution / Outcome given at Stage 2


Section C – Your Appeal 
	Please state the grounds for your appeal:  You should refer to the Resolution and Grievance Procedure & Guidance when completing this section. 

Press enter for more space 


Section D – What resolution are you seeking by appealing the Stage 2 resolution/ outcome?

	   Please tick (
    FORMCHECKBOX 
 I want the behaviour to stop

    FORMCHECKBOX 
 I want an apology 

    FORMCHECKBOX 
 I want a process to be changed

	 FORMCHECKBOX 
 Other (please specify below)
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------


Section E – Your Declaration (to be completed by the employee)
Signed (Appellant): ___________________________    Print Name: ______________________________
NB: The employee raising the appeal must sign this form, even if it has been prepared by a Trade Union representative

Once completed, send this form to the Stage 2 Manager within 10 days of the Stage 2 resolution / outcome
	Name of Trade Union Representative:                                            Trade Union:      



	Date Appeal submitted to the Stage 2 Manager: DD/MM/YYYY




What is the employee’s concern about: (to be completed by the manager)





NB: If the employee’s concern(s) relates to HDVB, ensure you read ‘Part B – Resolution and Grievance Procedure - Guidance’





Include the background detail, dates, names, examples of incidences and what, if any attempts, the employee has made to resolve the concern themselves. 














Press enter for more space





Data Collection Statement





The information recorded in this RGP-1 Form is a record of the actions that you and your employer have taken to resolve the concern(s) you have raised informally.  





Some or all of the information in this form may be shared with relevant third parties; these will include the person(s) you have complained about, manager(s) dealing with the resolution and any appeal processes, Human Resources, Investigating Officers and Trade Union officials, where engaged. This information may also be shared more widely in certain circumstances e.g. Legal Services and an Employment Tribunal Service.   





The RGP-1 form will be retained on file (electronic and/or hardy copy format) for the duration of your employment relationship with the school and destroyed in line with the Disposal Schedule applicable at that time. 



































Please state why you are not satisfied with the resolution/outcome given at Stage 1 - Informal Stage











Press enter for more space





Data Collection Statement





The information requested in this RGP-2 Form is required by your employer to respond to the concern(s) you have raised formally. The information you provide will inform your employer about your concern(s), the actions you and others have taken to date and the resolution you are formally seeking.  





Some or all of the information which you make available in this form will be shared with relevant third parties; these will include the person(s) you have complained about, manager(s) dealing with the resolution and any appeal processes, Human Resources, Investigating Officers and Trade Union officials (where you have named a Trade Union representative on the RGP-2 Form). This information may also be shared more widely in certain circumstances e.g. Legal Services and an Employment Tribunal Service.   





The RGP-2 Form will be retained on file (electronic and/or hardy copy format) for the duration of your employment relationship with the school and destroyed in line with the Disposal Schedule applicable at that time 








Please state what the resolution/outcome was at Stage 2 of the Resolution and Grievance Procedure:








Press enter for more space





Data Collection Statement





The information requested in this RGP-3 Form is required by your employer to respond to the appeal you have initiated. The information you provide will inform your employer about your appeal, the resolution at Step 2 and the actions you and others have taken to date.   





Some or all of the information which you make available in this form will be shared with relevant third parties; these will include the person(s) you have complained about, manager(s) dealing with the resolution and appeal processes, Human Resources, Investigating Officers and Trade Union officials (where you have named a Trade Union representative on the RGP-3 Form). This information may also be shared more widely in certain circumstances e.g. Legal Services and an Employment Tribunal Service.   





The RGP-3 Form will be retained on file (electronic and/or hardy copy format) for the duration of your employment relationship with the school and destroyed in line with the Disposal Schedule applicable at that time






































