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TO:		Mr. Dave Thomas, Managing Director
FROM		Sophie Grinter, HR Advisor
SUBJECT:	Gethin Rees, Responding to Claim Raised 

Process
Having received the ET1 form the company is required to respond to this within 28 days (Vista, 2018), a specific date will be set out in an ET2 letter which you would have received with the ET1 form that has been sent to you. Your response will be completed on an ET3 form and this must be completed by the employer and all details must be completed fairly and sent to the employment tribunal. The ET3 form will need to include any details of any representatives for the company, check all details, dates, etc. are correct (if they are not correct you need to enter the correct details) and whether you wish to defend the claim, if you do wish to defend the claim you need to set out the reasons why. You will then need to send the details to the employment tribunal, this can be sent via email or in the post, alternatively, you can complete the form online (Government, 2021). It is recommended to send via email as you will have a copy of all the information sent and an email back from the tribunal to say they have received the documents. 
As noted by (Advice, 2021), the employer does not need to respond to the claim, however, if this is the case the judgment will make a decision that tends to be in favour of the claimant, this is known as a ‘Default Judgment’. 


Claims
Ordinary Unfair Dismissal
The first potential claim that could be brought is for Ordinary Unfair Dismissal. As set out in the (British Home Stores Ltd v Burchell, 1978) case, to fairly dismiss someone for misconduct the employer should show a genuine belief held on reasonable grounds following a reasonable investigation that the employee had committed the act of misconduct being brought in the claim. As referenced in the (Government, 1996) Employment Rights Act 1996 – section 98. The employer must show that either the reason for dismissal is fair or some other substantial reason to justify the dismissal.
Regarding this claim and following the information provided the company did not carry out a reasonable investigation or give a reasonable timeframe during the process. It has been established that the claim was brought to the employer, ‘some’ information was gathered, and the employee was asked to attend the disciplinary hearing.
The details set out by (ACAS, 2015) in the Code of Practice (COP) on disciplinary and grievance procedures are the minimum guidelines that an employer must follow, if the employer has their own policy and procedure in place this needs to be above what is set out in the COP when handling issues of this nature. 
As outlined by (ACAS, 2021), a fair disciplinary procedure should have been followed is outlined below:
1. Carry out an investigation – Obtain as much information as possible, this could be by a form of interviewing witnesses, any documents to support the claim, any CCTV (if applicable), etc. 

2. Disciplinary hearing – This should be held as soon as possible after the investigation; however, you need to ensure the employee has been given reasonable time to prepare. The employer needs to inform the employee of the hearing in writing, and this should include, alleged misconduct, any evidence to support the misconduct, date, time, and location of the hearing, inform the employee they have the right to be accompanied by either a colleague, workplace union representative or an official trade union employee, and list the possible outcomes. At the end of the hearing, you should inform the employee of the next steps and timeframe. When the hearing has finished you should take some time to consider the decision of the case. 

3. Deciding on the disciplinary outcome – when the employer has decided on the outcome the employee should be informed in writing of the decision. In this case, the decision was the dismissal of the employee, they should have been informed of the reasons for the dismissal, the date their contract will end, any notice period, and their right of appeal. Even though a right to appeal was given 48 hours is not seen as a sufficient amount of time given – you should normally give 5 working days as recommended by (ACAS, 2021).
From looking at all the evidence supplied to me and the above recommendations from ACAS, Employment Rights Act 1996, and the British Home Stores v Burchell test, regarding this ground of the claim it does not seem as if a fair process was applied during this dismissal, a reasonable procedure was not followed, a reasonable investigation was not carried out. 
For information purposes, as confirmed by (ACAS, 2021), an employee can only bring a claim for ordinary unfair dismissal if they have served for the company for 2 years or more. In this case, Gethin has worked for the company for over 2 years, therefore, has the grounds to bring this claim. 

Automatic Unfair Dismissal
The second potential claim is for Automatic Unfair Dismissal for Whistleblowing. 
Whistleblowing comes under the (Government, 1999), Public Interest Disclosure Act 1998 (PIDA) which protects employees reporting malpractices by their employers or third parties against victimisation or dismissal. 
Under the (Government, 1996) Employment Rights Act 1996 – Section 103A it states the below:
“An employee who is dismissed shall be regarded for the purposes of this Part as unfairly dismissed if the reason (or, if more than one, the principal reason) for the dismissal is that the employee made a protected disclosure.”
As demonstrated in the (Cavendish Munro Professional Risks Management Ltd v Geduld UK, 2009) case where an Employment Tribunal was held, Mr. Geduld had been dismissed because he made a protected disclosure and the tribunal went on to feel he was unfairly dismissed and therefore award Mr. Geduld compensation of 36,300. However, this case has shown that the disclosure must contain information and not only raise a concern or allegation, which could be seen in the act of Whistleblowing as demonstrated by Gethin in the case of raising the issue of not wearing face masks within the work environment. 
As a separate claim under the automatic unfair dismissal claim Gethin could bring a claim under (Government, 2021), Employment Rights Act 1996 – Section 100 Subsection 1 – Paragraph C, as it states that:
“…he brought to his employer’s attention, by reasonable means, circumstances connected with his work which he reasonably believed were harmful or potentially harmful to health or safety,”
This is proved in the (Parkins v Sodexho, 2002) case where the applicant claimed he was dismissed after making a protected disclosure about the company’s health and safety procedures. This Employment Tribunal found the employee's claim successful and was awarded compensation for unfair dismissal under (Government, 1999) Public Interest Disclosure Act 1998 and (Government, 1996) Employment Rights Act 1996 – Section 129.
For a case to be brought under the (Government, 1999) Public Interest Disclosure Act 1998, the Public Interest Test is carried out, as stated by (Beachcroft, 2019) to establish if the claimant had the genuine belief they were acting in the public interest when making the disclosure. The questions in the test depend on the individual case, as an example, in the (Chesterton Global Ltd (t/a Chestertons) v Nurmohamed, 2017) case as established by (Law-Now, 2017) the question main questions asked were how many people need to be affected by the issues and if those people had to be working within the company. 
Therefore, these two separate claims could be brought as Gethin has previously raised a grievance for health and safety issues in the work environment for colleagues not wearing their face masks, this issue was brought to the attention of his line manager and although more signs were put up no enforcement of the rules were seen to be made. This health and safety issue is seen as a protected disclosure and it is seen as a health and safety concern. 

Wrongful Dismissal
Another claim that Gethin could bring is for wrongful Dismissal. Gethin was dismissed without any notice, he is, however, entitled to the statutory notice period. Gethin has worked for the company for over 2 years therefore, as stated by (Advice, 2021), he is entitled to 1 week for each full year of service to a maximum of 12 weeks. Gethin is, by law is entitled to a minimum of 5 weeks’ notice, if within Gethin’s contract it is stated above the minimum then this must be maintained. 
As stated by (CIPD, 2020) although no legislation is solely set out for wrongful dismissal, the principles are set out in the contractual concept of ‘common law’. Wrongful dismissal comes into force when an employee has been dismissed by their employer when they are in breach of an oral or written term of their contract. This could be linked to Gethin if he feels he has been dismissed without appropriate compensation for his notice.
As demonstrated in the case law (HSBC Bank PLC v Madden, 2000) and (The Post Office v John Foley, 2000) the appeal for wrongful dismissal was rejected as it was not classed as an automatic wrongful dismissal as it was for “unauthorised absence for all or part of duty” which is known as breach of contract. 
However, if an employee is dismissed due to gross misconduct, then the employee will not receive their notice period. You will also need to factor in that Gethin will be entitled to any holidays owed to him as well as company benefits, such as pension contributions, etc. 
Defences
Ordinary Unfair Dismissal
Gethin was dismissed for gross misconduct, the issue that was brought was that Gethin assaulted Robert and pushed him to the floor. Although Gethin claims that he was provoked by Robert, there are no witnesses to Gethin being provoked and the only confirmed evidence is Gethin pushing Robert to the floor, this is the reason for dismissal under gross misconduct. Carrying out a reasonable investigation you can demonstrate that although Gethin is stating he was provoked he has not denied pushing Robert to the floor.

Automatic Unfair Dismissal
Whistleblowing and Section 100 claims – There is no link to say that the dismissal was due to the protected disclosure or health and safety issues that were raised. These should be seen as separate incidents and not under the grounds of dismissal. 
The company should state that they are doing all they can to ensure the employees comply with the health and safety policies put in place and it is also down to the responsibility of the employees to ensure they are complying with the rules the company has set. 
Gethin raised concerns about his colleagues not wearing face masks, however, he went to his manager without a face mask on. 

Wrongful Dismissal
As stated, Gethin was dismissed for gross misconduct, therefore no notice period needs to be given. 

Strengths and Weaknesses
Please find a summary of the strengths and weaknesses below on the claim for Gethin.
Strengths
· Gethin has only had one previous disciplinary for being late which would be a separate incident compared to this, therefore, he has previous good behaviour.
· A long-serving employee who has worked for the company for a full 5 years.
· Steve Smith, Gethin’s Manager, didn’t follow an official process for the incident.
· Steve Smith is classed as a witness in the investigation, but he is also carrying out the investigation – the investigator needs to be independent and doesn’t have any involvement in the issue/claim.
Weaknesses
· Although Gethin has not admitted he pushed Robert to the floor, he also hasn’t denied the altercation and Gethin stated the reason for doing so was because he was provoked. 
· No corroboration evidence for Gethin. There is no one that can bring any evidence to the claim to support Gethin. 
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Remedies
On the ET1 form, Gethin would have indicated what outcome he would prefer for the claim. More than likely, Gethin would request compensation therefore the tribunal would take this into account when making the decision. 
· Reinstatement – Tribunal puts Gethin in the same role with the same employer.
· Re-engagement – Gethin is offered a new job but with the same employer. 
The two remedies would be the first option that a tribunal will look at, as stated in the (Government, 1996) Employment Rights Act 1996, the tribunal can order the employer to look to either reinstate or re-engage the employee in the company. As stated by (Croner-i, 2021), if an employer does not co-operate with the decision set by the tribunal and they cannot demonstrate reasonable grounds for the reinstatement or re-engagement of the employee the tribunal will put in place additional awards concerning the compensation rewarded. 
For the above, the tribunal will look at the working relationship between Gethin and the employer. If the working relationship has broken down, then the above would not be offered. 
If the employer has already replaced the role/position, then they would not be required to make a different role for Gethin. 
· Compensation – tribunal will work out the compensation reward for Gethin based on the claims and those agreed by the tribunal. 
As explained by (Advice, 2021) compensation can be made up of two separate awards:
1. Basic Award, which is a statutory fixed sum. This is based on the time worked for the employer, how old the employee is, and also the weekly pay of the employee. 
2. Compensatory Award, which is a calculation of the money owed to you as a result of losing your job. 
As Gethin has put in on the ET1 form that his ideal remedy for the situation would be reinstatement, this will be looked at by the tribunal. However, it is unlikely to be given as it needs to be shown it is in the best interest of both parties. 
The only other option for reinstatement would be if the claim of unfair dismissal for whistleblowing is awarded. (Law, 2021) states that the tribunal will ask the employer to reinstate the employee on grounds that are in favour and acceptable to you. If this is agreed with the employer this will be the reward given.  

Financial Reward
As identified by (Clark, 2021) the financial rewards given by the ET are;
	Employment Right
	Maximum Award

	Unfair Dismissal
	Basic Award: £16,320

	Unfair Dismissal
	Compensatory Award: lower of £89,493 or 12 months’ gross pay

	A week pay
	£544 (gross)

	Dismissal for health and safety reasons
	No limit

	Dismissal for making a protected disclosure (whistleblowing)
	No limit

	Breach of contract
	£25,000



As mentioned above you can have a basic reward and compensatory.
If the tribunal decides that the company has failed to follow the ACAS code of practice the financial reward to the claimant will be increased by 25%. This is set out by (Citizens Advice, 2013), where it states that the award can be increased by a maximum of 25% if the employer hasn’t followed any procedure, however, if the employer is found to have followed some sort of procedure but not to the full extent of what is recommended by ACAS then this can be decreased to 10% - 20%.
Because the company did not give enough time for Gethin to appeal this could also increase the reward given. Even though Gethin was given the right of appeal but didn’t exercise it, it could be argued that this could go against the financial reward but as he was not given sufficient time this could be argued in Gethin’s favour. 

Basic Reward
The basic reward would be worked out by;
No. years of service 
x 
Dependant on age of claimant (over 41 = 1.5 / under 41 = 1) 
x 
Weekly pay

In this case, it would be;
5 x 1 x 500 = £2,500

Compensatory Award
The compensatory award is worked out by;
Loss of earning from date of dismissal to date of the tribunal
+
Any future loss of earning (decided by the tribunal – as stated below) 
The tribunal will take into account the age of the claimant, how many future years left of employment. 
The claimant will need to prove they are trying to source a new job. This is known as mitigating their loss, if they can demonstrate this then the claimant can claim for any loss of earnings calculated from his ‘new’ salary to his ‘old’ salary. 
The maximum amount of financial award could be £26,000 as this is the year's salary.

Settling the Case
In my opinion, it would be in the best interest of Big Buses Ltd to settle the case before it goes to judgment via mediation. It is outlined by (Advice Now, 2020) who state, that an agreement can be settled between the defendant and claimant at any time between the time of issue of proceedings or the time it is taken to court. 
All tribunal cases are held public and can be accessed by anyone, except for those claims held in the nature of national security or of a very personal nature (Courts and Tribunals Judiciary, 2021). Therefore, this could be damaging to the company if it is found that the claims brought by the claimant are accepted. This can cause lasting damage to the company as some of these claims come under Automatic Unfair Dismissal for Whistleblowing and Ordinary Unfair Dismissal for the investigation process and not carrying out the minimum procedure set out by the ACAS code of practice. 
The UK legal system recommends settlement out of court and this can ideally be achieved by direct negotiation or in the form of mediation (Gannons Solicitors, 2021). There are many benefits to both parties in resolving a dispute via mediation, as identified by professional mediation company (Hart Brown Solicitors, 2019):
1. Both parties have more control over the solution, and neither is forced to accept the outcome. 
2. Litigation Confidentiality – as mentioned above when claims go through a tribunal, they are made public. 
3. Reduced Costs – going through mediation can be significantly cheaper and faster. 
4. More Support – going through professional Solicitors for mediation can increase the support for both parties. 
5. Preserve Relationships – it can be in the interest of both parties as mediation focuses on increased communication and coming to a negotiation that both parties are satisfied with. 
However, if Gethin decided that mediation is not how he would like to progress with the claim he has the right to take it through to the tribunal which would then put the claims previously mentioned and financial reward in place. 
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TO:		Mr. Dave Thomas, Managing Director
FROM		Sophie Grinter, HR Advisor
SUBJECT:	Julie Davies – Flexible Working Request

Dear Mr. Thomas, 
Thank you for your email, please see the below advice for Julie Davies. 
Firstly, I would advise Julie to complete a flexible working form, a template for this can be found at (Government - Department for Business, 2014), I have attached a copy for your reference (Appendix 1). Although the request can be completed in a letter or email, it is best practice to have these forms within your company documents as it sets out all the information that is required. The information an employee is obliged to supply in the request is: 
· Date of request
· Details of the change
· Start date employee would like the change to happen
· How the change will affect the company and ways to overcome this problem (if any)
· Date of any previous flexible working request (if applicable)
· Any information if you are putting in for a reasonable adjustment for a disability covered in the 
Flexible working, as set out by (ACAS, 2021), can be requested if an employee has a request to alter their start and finish time or/and if they want to put in a request for working from home (remote working). The employee needs to have worked for the company for 26 weeks, as stated in your email, Julie has been working with you for 19 months, therefore she is entitled to put in this request, which is stated in the (Government, 1996). With regards to putting in the flexible working request for picking up her children from school and caring for her elderly months, by law employees have the right to request and they should be treated in the same way. However, you do have some other options which include, parental leave and time off for dependants. 
From what has been outlined in your email, you may want to consider the working from home element of the request as Julie has demonstrated this can be done from previously working from home temporarily through the COVID pandemic. (Unison, 2019) have identified dependants are parents, children, partner, etc. as Julie is putting in the request to look after her elderly mother, you need to ensure the company is not seen as discriminating. Every employee is entitled to time off to look after dependants there Julie could ask for unpaid time off, it could be seen that Julie working from home is more efficient and beneficial than having time off and not working at all which would then leave the business in a more vulnerable position. 
However, with regards to the request for a change in working hours as you have identified a business reason for not allowing this request there is ample reason for you to deny this request. You have identified that you would need to supply cover during this period which will come at a cost to the business, which it cannot afford. You have also identified that the tasks cannot be passed onto other colleagues as they are already under strain from the COVID pandemic. Both points establish a reasonable business case to not allow the request in change of hours to go ahead. This is outlined by (Advice, 2021) which states that an employer can refuse a request due to causing additional business costs and work cannot be restructured among other employees. 
When Julie has put in the official request for flexible working this should go through to her line manager who would need to make the decision and confirm with Julie the business case. 
Even though the right to appeal is not mandatory, (Government, 2021) suggests that giving the option to appeal demonstrates the employer is dealing with the request in a reasonable manner. 
On this occasion, I recommend the line manager to address the initial request for flexible working and the person for appeal should be someone in a higher position within the company, e.g. Finance Director, Managing Director. 
To summarise, I recommend for Julie to put in a formal flexible working request form to the line manager. The request for working from home on Monday and Fridays should be allowed, however, the change in working hours should not be allowed due to the business case stated above. You should allow Julie the right to appeal which should go to a Director in the company and should be within 14 days of when Julie has been informed of the decision. 

If you require any more information, or clarity on the above please let me know. 

Yours Sincerely, 

Sophie Grinter
HR Advisor
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TO:		Mr. Dave Thomas, Managing Director
FROM		Sophie Grinter, HR Advisor
SUBJECT:	Lucy Bell – Formal Grievance Raised

Dear Mr. Thomas, 
Thank you for your email, please see the below advice regarding the grievance raised by Lucy Bell. 
The first thing I would suggest is to see if the grievance can be resolved informally, you will still need to take the problem in a serious nature but if Lucy agrees to resolve the grievance informally it has less chance of leading to an employment tribunal which would be simpler for Lucy, as well as the company. You want to ensure, as set out by (ACAS, 2021), that a good working relationship is maintained with the employee and minimum effect on the company’s reputation is ensured. 
If Lucy does not agree with resolving the grievance informally then you need to follow the below advice. 
Lucy will need to raise the grievance in writing, this can be done via email or letter, there any many templates to follow, however, I would suggest using the template provided by (ACAS, 2021), a copy of this template has been provided in Appendix 2. As identified by (ACAS, 2021), the information supplied within the email/letter should include:
· The reason for the grievance - provide as much information as possible on why the grievance is being raised. 
· Any evidence to support the grievance.
· Provide some information on what they want the company/manager to do to resolve the issue. 
The letter/email should go directly to the manager, in this case, as the grievance is regarding Lucy’s line manager, Lucy should submit the grievance to the general manager, or another manager within the company. This then ensures an appropriate hierarchy for the grievance procedure should an appeal be made. It is best practice to identify this within a formal company grievance policy, as stated by (Government, 2021) both, Lucy and the company must follow the (ACAS, 2015) Code of Practice on disciplinary and grievance procedures. 
Regarding the issue of Lucy’s line manager informing all staff that Lucy was shielding due to health problems with her lungs, this is a breach of the Data Protection Act 2018 (Government, 2018), where it states health issues are covered by profiling and sensitive details should not be identified. Lucy, therefore, has the option to identify this breach to (ICO, 2021) which states that “a personal data breach under the GDPR or the Data Protection Act 2018” can be reported, this can be completed by the company or the employee. It states here that even an accidental disclosure of personal data is seen as a breach of security. 
What form of action that is taken can be decided by Lucy, however, Lucy needs to be informed of the details above and a decision needs to be made by her if she wishes to report the breach to the ICO, if not, the company also needs to decide whether the breach is reported to the ICO. 
Regarding the ‘Return to work’ meeting that Lucy has refused, although not set out in law, it needs to be carried out for all employees who have been off work / out of the workplace due to illness, shielding, etc. Under the Health and Safety at Work Act 1974, (HSE, 1974) the company has a duty of care to all employees, and carrying out a return to work meeting is part of the companies way of establishing this. It would be best practice for an informal conversation to take place regarding this to inform Lucy of the nature of the return to work meeting and to put her mind at ease with what will be talked about. When Lucy is then satisfied with the reasoning you can arrange the meeting, this can also be done in an informal nature as long as all required information is obtained. As set out by Peninsula, (Limited, 2021) it is a way to build trust and to inform the employees that the business has their health and wellbeing in their best interests and guarantee that the company is doing what it can to ensure a safe return to the workplace. 
Again, the right to appeal needs to be offered to Lucy, the appeal needs to be done within 14 days of the outcome of the grievance, and the person to appeal to needs to be higher than the person who has dealt with the grievance. For example, the General manager to address the grievance and appeal to go to the Manager Director. There should also be someone who is nominated to investigate the issue, this needs to be an independent person who should produce a report, this is to ensure everything is covered if it resorts to an employment tribunal (ACAS, 2021).
For the line manager, as an outcome for the disclosure of personal data, it would be a recommendation for all line managers, general managers, etc. to carry out data protection training, many forms of this training can be carried out. One of the recommended training for this area is the GDPR overview (Governance, 2021), which covers the processing of personal data (Data Protection Act 2018), and the UK General Data Protection Regulation, and Regulation (EU) 2016/679. 
With regards to keeping records on file for staff absence due to illness, shielding or self-isolating, the company should have a policy in place which sets out the details of the records the company can keep and how long these records can be kept for. Depending on the nature of the company, records can be kept for different lengths of time, ideally, an electronic file should be kept on all employees and this will identify any health issues the employee may have. These need to be kept in a secure location that is only accessible by HR – it would be best practice to have an HR Information System that holds these records and then when an employee leaves (depending on your policy) these records will be removed. 
To summarise, speak with Lucy to identify if the issue can be resolved informally, if Lucy disagrees then the below steps should be followed;
· Lucy to raise a formal grievance in writing.
· Lucy needs to be informed of the right to report the breach to the ICO.
· Return to work interview to be carried out before Lucy returns to the workplace. 
· Inform Lucy of the suggestion to put managers on a training course for GDPR.

If you require any more information, or clarity on the above please let me know. 

Yours Sincerely, 

Sophie Grinter
HR Advisor
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The right to request flexible working
Form FW(A): Flexible working application form
Note to the employee
You can use this form to make an application to work flexibly under the right provided in law to eligible employees.  Before completing this form, read the guidance on the right to request flexible working on GOV.UK, and check that you are eligible to make a request. 

You should note that under the right it may take up to 3 months for your employer to consider a request and possibly longer where you have agreed to a longer decision period with your employer.  You should therefore ensure that you submit your application to the appropriate person well in advance of the date you wish the request to take effect.

It will help your employer to consider your request if you provide as much information as you can about your desired working pattern.  It is important that you complete all the questions as otherwise, your application may not be valid.  When completing sections 3 and 4, think about what effect your change in the working pattern will have both on the work that you do and on your colleagues.  

Once you have completed the form, you should immediately forward it to your employer (you might want to keep a copy for your records).  If the request is granted, this will be a permanent change to your terms and conditions unless otherwise agreed.



Note to the employer
This is a formal application made under the legal right to apply for flexible working and the duty on employers to consider applications in a reasonable manner.  You have three months after the day you received this application in which to decide whether to grant the request.  This period can be extended if you agree to a longer deadline with the employee; any such agreement must be made either within period in which the decision is to be made or in the three months immediately following the end of that deadline.  

You should confirm receipt of this application using the attached confirmation slip. 
Forms accompanying the guidance have been provided for you to respond to this application.

1.	Personal Details

Name:					Staff or payroll number:

Manager:				National Insurance No:


To the employer

I would like to apply to work a flexible working pattern that is different to my current working pattern under my right provided under section 80F of the Employment Rights Act 1996. I confirm I meet each of the eligibility criteria as follows:

· I have worked continuously as an employee of the company for the last 26 weeks.
· I have not made a request to work flexibly under this right during the past 12 months.

Date of any previous request to work flexibly under this right:

If you are not sure whether you meet any of the criteria, information can be found on Gov.UK. 

If you are unable to tick all of the relevant boxes then you do not qualify to make a request to work flexibly under the statutory procedure. This does not mean that your request may not be considered, but you will have to explore this separately with your employer. Many employers offer flexible working to their staff as best practice.



2a.	Describe your current working pattern (days/hours/times worked):



2b.	Describe the working pattern you would like to work in future (days/hours/times worked):



2c.	I would like this working pattern to commence from:

Date:


3.	Impact of the new working pattern

I think this change in my working pattern will affect my employer and colleagues as follows:



4.	Accommodating the new working pattern

I think the effect on my employer and colleagues can be dealt with as follows:



Name:						Date:

NOW PASS THIS APPLICATION TO YOUR EMPLOYER


· - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Cut this slip off and return it to your employee in order to confirm your receipt of their application

Employer’s Confirmation of Receipt (to be completed and returned to employee)

Dear:

I confirm that I received your request to change your work pattern on:
Date:

I shall notify you of my decision on this application within three months of this date, unless we agree a longer deadline for this decision.  
	
From:
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Letter or email template for an employee raising a grievance
Insert and delete* the words that are right for your own case.


Dear .......[name of your employer / HR manager/ line manager],
I am writing to raise a formal grievance.
I have a problem/complaint* with/about*....... [give details].
I have evidence in the form of .......[give details if appropriate].*
I would be grateful if you could let me know when I can meet you to talk about my grievance. I would like to be accompanied at the meeting by .......[name].
Yours sincerely,
.......[your name]
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