If raising an informal complaint fails to address your concerns the next step is to make your complaint formal.  Again please feel free to use the standard template letter below and adapt as appropriate.  Call the union for advice/assistance on 0845-600 1546.  Again sign, date and retain a hard copy of this letter.  BT has 28 days in which to respond.

(Date)

Dear (Centre Manager)

FORMAL COMPLAINT REGARDING MY PERFORMANCE MANAGEMENT

Further to raising my informal complaint with my Line Manager about my Performance Management on (date) I am concerned that the points I raised have not been properly addressed (enclose copy of informal complaint letter).

I would therefore like to raise a formal Grievance as part of the BT procedure as specified in ISIS document PNL/EMP/A030 and Intranet page http://humanresources.intra.bt.com/9350.

The details of my formal complaint are as follows;

(Please cut and paste details, as appropriate, from your informal complaint letter here).

As a consequence of poor Performance Management I now find myself having to defend my future employment and being placed under increasing levels of stress and anxiety as a result. 

The expected standards, protocols and procedures of Performance Management have not been adhered to I therefore request that you withdraw my Performance Management procedure/PIP/DAP/warnings immediately and confirm the same in writing to me. 
Yours faithfully

(Your name)
You will also need to log your grievance on the BT Intranet page
http://btpeople.intra.bt.com/psp/PTPRD/EMPLOYEE/EMPL/h/?tab=DEFAULT 

Top left hand menu click on 'Employee Self Service' and then 'Create a case' 

Category is either 'Grievance Other' or 'Grievance Equality & Diversity' depending on the case. 

Heading – ‘Complaint re; Performance Management’ 
Details - Give the briefest details of your complaint case in the box provided. 

Under Alternate Contact, Contact Level - '2nd LM' 
Employee ID - Click the Search button fill in your First and Last Name in the appropriate boxes and click 'Look Up'.  Click on your name when it comes up at the bottom of the page in blue typeface, this will pre-fill the Employee ID box. 

Contact ID - click on email or phone. 
Attach a file - you can attach a Word copy of your grievance letter if you wish. 
Click 'Submit' 
  
  

