Pay equality toolkit:
Complaint form template
This template will help you to create a form to document pay equality complaints. This form can be used by the investigator to track each stage of a complaint. This information is useful for you to track trends in pay issues in your business so that you can make changes to prevent them.
Read the instructions below and delete this page from your final version.
Instructions:
To tailor this form for your own business:
Where you see <Business name> replace it with your business’s legal trading name. The quickest way to do this is to use the Edit > Replace function.
Yellow boxes throughout this template are guidance notes to help you complete your form. Where you have read the information and completed the actions, select and delete the box. They are not intended to be part of your final version.  
You may wish to print this document on letterhead or add your logo.  
When you have completed this procedure make sure the steps you have indicated are reflected in the pay equality complaints procedure template and Complaints procedure poster for staff template. 
Need more information?
Take a look at our equal pay research and education resources. 
Note: delete this page once you are happy with your form.  

Pay equality complaint
in <Business name>
Use this form to document the resolution process for pay complaints. 
	Date complaint was received:
	

	Complainant:
	

	Investigator
	

	Date of final resolution:
	



	Step
	Date addressed
	Activity and evidence
	Person responsible
	Date completed

	Complaint filed 
Provide the link to the original complaint and any other supporting details.
	
	
	Who received the complaint?
	

	Assessment
Record the outcome of the assessment and reasons.
	
	
	Who made the assessment?
	

	If this is a pay issue, record the relevant information (such as pay records, job descriptions, performance evaluation and other documentation) to determine a resolution. 
Provide links to notes from Interviews that may have been conducted.
	
	
	Who was the investigator?
	

	Decision
Explain the decision and reasons for it. Detail the proposed resolution and any internal appeals.
	
	
	Who was involved in the decision-making?
	

	Outcome
Link or copy the communication that informed relevant parties of the decision. Detail the steps to be taken to rectify the complaint and when that will happen.
	
	
	Who was informed?
	

	Appeal
(Where applicable)
If the complainant was not happy with the outcome they may appeal. Provide details of what happened in the appeal process and the outcome.
	
	
	Who was involved in the appeal?
	

	Implementation
Provide an account of how and when the outcomes were implemented.
	
	
	Who was involved in rectifying the issue?
	


Did the complainant provide feedback on their experience? (Provide link to feedback here) 
It is expected that you will have a system for complainants to provide feedback on their experience. It might be an online survey or paper version or a discussion with a manager. Add details of where to find this feedback so that HR/managers can access it.

