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Disciplinary, Grievance & Conciliation Procedure 
 

Response to an application for a JIB Dispute Committee Hearing to consider a GRIEVANCE 
 
 
If you are a Member of the ECA you should contact their Employee Relations Department for advice before completing this 
form.   Please note that the ECA is the only Employers’ Association permitted to attend a JIB Dispute Committee Hearing in 
a representational capacity. 
 
 

THIS FORM SHOULD BE RETURNED WITHIN SEVEN DAYS 
WHEN COMPLETING, PLEASE USE BLACK INK OR BIRO AND PRINT ALL NAMES IN CAPITAL LETTERS 

 
 
 
I do/do not* intend to resist the claim made by  ……….………………………………………………………………………………... 
 
 
 
1. Your Details: 
 
Name of Company: …………………………………………………………………………………………………………………… 
 
Contact name: Mr/Mrs/Miss/Ms*   ………………………………………………………………………………………………………. 
 
Address:     ……………………………………………………………………………………………………………………………......... 
 
……………………………………………………………..  Telephone Number  …………………………………………… 
 
 
Is the Company a Member of the ECA?  yes/no * 
 
If the answer to this question is yes, see note at the top of the form. 
 
 
 
2. Details of Representative:     (Please note all future correspondence will be sent to your representative and not you) 
 
Name:  …………………………………………………………………………………………………………………………….. 
 
Address: …………………………………………………………………………………………………………………………...... 
 
……………………………………………………………..  Telephone Number  ………………………………………. 
 
 
3. Employment: 
 
Has every stage of your Company’s internal grievance procedure been followed:  yes/no * 
 
Are the dates of employment provided by the claimant correct?    yes/no * 
 
If no, please give date of commencement …………………………… and termination ……………………………………………... 
 
 
 
* Please delete as appropriate 



4. Details of Grievance: 
 
When did the claimant first make you aware of the grievance?     ………………………. 
(provide a copy of any documentation) 
 
Please provide a full response to the claimant’s comments in relation to the grievance  
 
………………………………………………………………………………………………………………………………………………... 
 
……………………………………………………………………………………………………………………………………….............. 
 
………………………………………………………………………………………………………………………………………………... 
 
………………………………………………………………………………………………………………………………………………... 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
If the claim involves an alleged breach of the National Working Rule(s), please give full details of why you believe the 
Rule(s) has not been breached 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
……………………………………………………………………………………………………………………………………………….. 
 
5. Remedy: 
 
Please refer to the payments being claimed.    If you believe the information provided by the claimant is inaccurate, please 
use this space to explain why and amend the amount(s) being claimed in the appropriate sections. 
 
………………………………………………………………………………………………………………………………………………. 
 
………………………………………………………………………………………………………………………………………………. 
 
………………………………………………………………………………………………………………………………………………. 
 
Unpaid wages     £  ……………………………………… 
 
Holiday pay    £   …………………………………….. 
 
Notice pay    £   …………………………………….. 
 
Other unpaid amounts   £   …………………………………….. 
 
Please provide copies of any documentary evidence to support the payments made. 
 
I confirm that to the best of my knowledge the information contain on this form is accurate.  I have received and read the 
Guide to the Disciplinary, Grievance & Conciliation Procedure. 
 
Signed  ………………………………………………. Dated ………………………………………… 
 
Data Protection Act 1998.  We will send a copy of this form to the claimant and other relevant parties.   We will put some of 
the information on a computer in order to monitor progress and produce statistics. 
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