Use/adapt the following template letter if you wish.  Fill in the gaps to take account of your own individual circumstances.  Date and sign the letter and keep a hard copy of it in your file at home.  Call the union for advice on 0845-600 1546.

(Date)
Dear (1st Line Manager)
INFORMAL COMPLAINT REGARDING MY PERFORMANCE MANAGEMENT

I regret that I have to make an informal complaint to you about my Performance Management.

(Delete or fill in examples below as appropriate)

· The performance standards required have not been communicated clearly to me (Give example/s). 

· I have not been given/dispute the evidence to demonstrate that I am not reaching the required standard. (Amend as appropriate and give example/s)

· I have not been given feedback, prior to being Performance Managed, about my alleged under-performance.  This feedback has not been recorded. (Give details/examples)

· There has been a change in my personal circumstances that you have failed to consider? (Give details).
· I have recently returned from maternity/sick leave/sabbatical leave and no consideration has been given of this? You have failed to adjust initial performance expectations of me. (Delete as appropriate).
· I have a disability/health condition which impacts on my capability in this role.  You have failed to change your performance expectations of me. (Give details).
· I am feeling under stress, you have failed to address this.
· I am new to this role and/or there are new capability/skills required.  Adequate time and training has not been given to me to allow my performance to be fairly assessed.
· I object to the manner in which you have addressed my Performance Management.  I believe it reasonable for me to expect to be spoken to with respect and dignity whilst I am at work.  I believe that any feedback/comments should be given to me in a comprehensive, constructive, positive, courteous and professional manner. (Give details).
I would like to meet you to discuss my concerns on an informal basis.  I believe that the expected standards, protocols and procedures of Performance Management have not been adhered to and I therefore request that you withdraw my Performance Management procedure/PIP/DAP/warnings immediately and confirm the same in writing to me. 
Yours faithfully
