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Grievance Report

Ensure that all sections highlighted in blue are fully completed

	Grievance Manager:                                                       Job Title:



	Employee name:                                                              Job Title:



	Date of initial grievance meeting:



	Part 1

To be completed after the investigation but prior to delivering the outcome.



	Purpose of investigation: 

The investigation was undertaken to establish facts around: 

· Clearly set out the nature of the complaint received.

· Set this out in bullet points if there are multiple complaints.



	As part of this investigation, the following individuals have been interviewed: 

(List the names of those people interviewed, their job title, date of the interview and appendix number).

· e.g. John Smith, Team Organiser interviewed on 1st January 3013 (appendix 1).

The following individuals have also been contacted for data/ information

(List the names of those people contacted, their job title, date contacted, information they provided and appendix number)
· e.g. Jack Brown, Payroll Manager, contacted on 1st January 3013 for copies of pay slips (appendix 2).
Witness statements are attached to this report.



	Key points from investigation:

Summarise the findings of the investigation using the following guidance: 

· The Investigation summary report must relate to facts or circumstantial evidence only. 

· It is essential that the wording of the report makes it clear that the issues being investigated are allegations only at this stage. 

· All material facts should be included to demonstrate that a balanced decision was made on the issue(s) raised (i.e. evidence that takes into account the possibility that the situation may have as well as may not have carried took place  

· The report should not include any expression of opinion and should avoid any statement that could be interpreted as an indication of pre-judgment.   

Within this section set out clearly: 

· A timeline of events, mention any delays with the case in conducting interviews.
· Set out each complaint with a brief description of the evidence obtained.

· For each aspect of the complaint confirm whether there is sufficient evidence that the complaint(s) are/ is valid and the reasons why.

·  An explanation of protracted investigation timeline if necessary



	Any points of contention: 

Confirm any significant differences between the employee’s version of events and: 

· The witness statements.

· Policies and procedures.
· Any other information.


	Part 2

To be completed after delivering the outcome.



	Date outcome delivered (hearing date):



	Conclusion reached: 
Is the grievance upheld? Yes / No

If yes, what action is to be taken to resolve the issue? i.e. change in T&Cs, apology made on behalf of NR, mediation etc.

If no further action is the be taken, confirm the reasons why?

Be specific about your reasons. 



	Appendices:

List all appendices here.



	Completed by (Investigation Manager): __________________________   

Date: _________________



	Submit this completed form to HR Direct along with all notes, witness statements and the outcome letter. 


Remember to change the format once completed to Normal + Arial + black text + non- Italic and remove any blue guidance information.
Network Rail Infrastructure Limited Registered Office: Network Rail, 2nd Floor, One Eversholt Street, London, NW1 2DN Registered in England and Wales No. 2904587 www.networkrail.co.uk

