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BBRRAANNCCHH  HHEELLPP  SSHHEEEETT 

 
 
 
 
What is a grievance? 
 
A grievance is a way for an employee to raise an issue formally with their employer.  The 
employer must respond to a formal grievance.   
 
You can raise a grievance when you have concerns about any aspect of your working life.   
 
 
What should I do first? 
 
Please consider the pros and cons of raising a grievance carefully and always raise matters 
informally in the first instance to give a chance for the employer to resolve the issue.  Ensure 
you keep a note of when, where and who you raised this with informally and keep any 
written evidence too, such as letters or emails or minutes of a meeting where the issue was 
raised. 
 
 
How do I raise a formal grievance? 
 
If you have raised your concerns informally and are not satisfied with the response, or 
haven’t received a response, you can raise a formal grievance in writing. 
 
First, get hold of a copy of your employer’s grievance procedure.  This should tell you how to 
raise a grievance, who to raise it with and how your employer will deal with the grievance.   
 
Before submitting a written grievance we recommend that you speak with your UNISON 
steward.  If you don’t know who your steward is, or you don’t have one in your workplace, 
contact the Branch Office who can arrange for a caseworker to contact you. 
 
 
How do I write my grievance? 
 
Try to keep the grievance letter as brief as possible – ideally no longer than one A4 sheet, 
but ensure you clearly include:- 
 

 What the grievance is about 

 Any evidence you have 

 And most importantly, what you would like as a resolution (remember to be realistic) 
 
The easiest way of doing this is by covering each issue with one or two sentences and bullet 
pointing each issue.  This enables the employer to be clear about the issues it needs to 
investigate (You can add all the extra detail during the grievance hearing) 
 
You should also state what steps you have already taken to resolve your grievance 
informally. 
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What will happen once I have raised my grievance? 
 
After you submit the grievance, your employer should start an investigation into the issues 
you have raised.  How this is carried out and the timelines should be in your grievance 
procedure.   
 
Your employer may invite you to an investigation meeting.  If they do, try to be as honest as 
you can and answer any questions they may have 
 
Once the investigation is complete, a grievance hearing should be held to consider the case.   
 
 
Can I be represented by UNISON? 

You have the right to be accompanied by a trade union representative or a work colleague at 
a grievance hearing.  The companion can help you present your case or speak on your 
behalf, but they cannot answer questions addressed to you directly.  Emotions can run high, 
but try to keep calm and to the matter in hand and ask for a break if you need one. 
 
 
What happens after the grievance hearing? 
 
After considering the issues the employer will make a decision whether to uphold your 
grievance or not and confirm the outcome to you in writing. 
 
If your grievance is not upheld you may wish to appeal against the decision. This might 
require you to attend another meeting, and again you would have the right to be 
accompanied by a trade union representative.  The appeal is not a re-run of the grievance 
hearing, but to raise any issues which you feel were not dealt with fairly or properly in the 
hearing. 
 
 
What should I do now? 
 
If you are thinking of raising a grievance, you should: 

1. Get hold of a copy of your employer’s grievance procedure 
2. Raise the issues informally in the first instance and if they are not resolved, then 
3. Contact your UNISON representative for advice.   

 
If you don’t have a UNISON steward in your workplace, please contact the branch office on 
01245 608949 or email unisoninessex@gmail.com so that we can arrange for a caseworker 
to contact you. 
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