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DIGNITY AT WORK COMPLAINT NOTIFICATION FORM


Section A: Employee details

This form should be completed by the employee / trade union representative in order to raise a formal dignity at work complaint.  It is expected that the employee will have already attempted to gain resolution to their complaint through the informal processes, detailed in the Dignity at Work Policy, prior to completing this form.  The employee should send the completed form to their manager (if the complaint relates to the line manager’s behaviour employee should send the completed form to the next-in-line manager).
	Name


	
	Grade /Band


	

	Job Title


	
	Contact Number


	

	Department, Site
	
	Line Manager


	

	Name of Trade Union / Professional Organisation Representative
	
	Contact Number
	

	Trade Union or Professional Organisation
	


Section B: Informal Resolution 

I confirm that I have raised my concerns with my line manager/next-in-line manager:   
Yes / No  (delete as appropriate)
⁮

Please detail in box below the informal approaches already taken to attempt to resolve the issues (e.g. approached co-worker and asked them to stop behaviour that is causing upset, facilitated discussion with line manager, mediation, etc.)
Or

I have been unable to raise my concerns informally:

Yes / No (delete as appropriate)

Please detail reasons in box below:
Contd..

Section B: Informal Resolution
	


Section C: Details of the complaint (please attach additional pages if required)

	


	

	N.B. If Section ‘C’ is not completed it will be returned to the employee and/or their representative for more detail.

	Please indicate what you would consider a satisfactory outcome:




Section D: Monitoring information


Section E: Signed by

(The employee or trade union representative raising the issue must sign this form).

	Employee


	
	Date



	TU/Professional

Organisation
	
	





We are required by Law and under the European Union Employment regulations to gather information relating to: Ethnicity, Religion and Faith, Sexual Orientation, Age, Disability and Gender for all aspects of employee relations including grievance and disciplinary proceedings.





Please refer to the Equality and Diversity monitoring information sheet and form that accompanies this notification record.
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