Hearing Employee Grievances Checklist.
Employee Name: ……………………………………..

Employee Payroll Number: …………………………..
	Stage:
	Action

(√)
	Date

	Stages 1 and 2:
	
	

	Formal statement of grievance received?

	
	

	Notify HR representative

	
	

	Arrange grievance hearing (within 15 working days of grievance being lodged)


	
	

	Notify employee in writing of: 

	
	

	          Date for hearing 
	
	

	          Right to be accompanied
	
	

	Carry out background research:


	
	

	
Informal resolution sought?
	
	

	
Informal resolution proposed?
	
	

	
Informal Resolution rejected/accepted?
	
	

	
Previous grievance on same subject?
	
	

	
Consider formal statement of grievance
	
	

	
Consider any witnesses/other involved parties?
	
	

	Hear grievance:


	
	

	
Hear employee statement of grievance
	
	

	
Ask employee to state resolution sought
	
	

	
Hear employee witnesses and other supporting information
	
	

	
Hear any other witnesses 
	
	

	
Sum-up and confirm action following hearing
	
	

	Further research required?


	
	

	
If no, confirm decision
	
	

	
If yes, agree timescale for response with aggrieved employee(s)
	
	

	Issue written response (normally within 5 working days) indicating:


	
	

	
Grievance upheld? (Yes; No; In Part)
	
	

	
Resolution proposed?
	
	

	
Right of appeal (as appropriate)
	
	


Signed…………………………………. (Nominated Senior Officer)         Date……………………………
