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NHS GREATER GLASGOW & CLYDE

MANAGEMENT STATEMENT OF CASE

STAGE 2 GRIEVANCE HEARING

ON (DATE)

NAME OF EMPLOYEE, JOB TITLE, DEPARTMENT

                                          NAME OF MANAGEMENT REPRESENTATIVE:

The Management Statement of Case should include the following Sections:

1. Cover Page

· The front page of this document provides a draft layout for the Management Statement of Case covering page

2. Contents Page

· Detail the statement of case contents and provide an index to guide the panel to the supporting appendices (all of which must be referenced from the statement of case)


3. Statement of Case

· Give the statement of case a structure with headings to separate out the key elements of the case e.g.

1. Introduction

Provide a brief summary of the employee’s employment record such as the employee’s start date in the department, job title, grade, hours of work and any other employment details which you consider are relevant to the case.

2.  Background

Provide a brief background to the grievance and the processes that have been followed to try to resolve these both formally and informally (if appropriate).  It may be easier for the panel to show chronologically the informal and formal stages previously undertaken, with details of any discussions or meetings held, who was in attendance, dates, witnesses and outcomes e.g.:

	Date
	Informal discussion between [name] line manager and employee, at which … was discussed.  Matters remained unresolved. 

	Date
	Grievance Notification Form received

	Date
	Informal meeting between [name] line manager, employee, [name] TU representative and [name] HR representative (if appropriate)   … was discussed.  The outcome was … Matters remained unresolved.   

	Date  
	Formal Stage 1 Grievance meeting with [name], appropriate manager, [name] TU representative and [name] HR representative were in attendance.  … was discussed. The outcome was …  Matters remained unresolved.  

	Date
	Grievance Notification Progression Form received


3. Grounds for not upholding the Grievance
    

Detail the reasons why the grievance has not been upheld, referring to each of the points raised in the employee’s correspondence.

4. Summary/Conclusion


Summarise the case and the outcome that you are seeking from the panel in respect of the grievance.


5. Witnesses


List any management witnesses that are to be called to the grievance hearing


6. Management Representation for Grievance Hearing

Detail the individual who will be presenting the management response at the grievance hearing (this will normally be the manager who heard the grievance at Stage 1).  Indicate whether the manager will be accompanied and in what capacity e.g. this may be the HR representative who supported the manager at the hearing and/or the professional advisor involved (if appropriate). 
7. Appendices

List all documents referred to in the Management statement of case e.g.

· Grievance Notification Form  - Appendix 1 

· Informal Meeting outcome Letter - Appendix 2

· Formal Stage 1 outcome letter -  Appendix 3
· Grievance Notification Progression Form - Appendix 4 

· Extract from any evidence (if appropriate) - Appendix 5
· Document … -  Appendix 6
Additional/alternative appendices may be included as appropriate.
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