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Employee name _____________________________________________________
Department _________________________________________________________
Job title ____________________________________________________________

Statement of Grievance:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(Attach annexure if more space required)
Desired Solution
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature of Employee: ______________________           Date: ____________

Signature of Supervisor / Manager: _________________   Date: ____________ 


Note: (Delete that which is not applicable)

Where the employer has a Grievance Procedure

1) This form must be completed by the employee and submitted to his/her immediate supervisor for signature.
2) If the grievance is against the immediate supervisor, the form must be submitted to the supervisor’s manager for signature. 
3) If applicable, the supervisor / manager must process the grievance in accordance with the company grievance procedure, adhering to the time frames provided. If it is not reasonably possible to adhere to the time frames, the employee must be notified of the reason and informed of the revised time frames. 

Where the employer has no Grievance Procedure
1) In the absence of a grievance procedure, the employer is entitled to attempt to resolve the grievance informally. 
2) Should this attempt fail (i.e. the employee is not satisfied with the outcome) the employee may request a formal resolution of the grievance and the employer may appoint a chairperson to consider the grievance and deliver an outcome report.     
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