Filing Checklist – Personal File

It is the responsibility of the manager involved at the respective stages of the Grievance process to provide the relevant documentation to HR
	Grievance


	Yes/No

	Details of grievance (informal stage)
	

	Outcome of informal stage
	

	Statement of grievance (formal stage)
	

	Grievance hearing letter
	

	Notes of grievance hearing
	

	Grievance hearing outcome letter
	

	Notice of appeal 
	

	Invite to appeal hearing
	

	Notes of appeal hearing 
	

	Outcome of appeal hearing
	

	Any other relevant information (e.g. HR advice etc)
	


