[image: ]            CONFIDENTIAL PERSONAL CASE PRO-FORMA 
	
Please fill in this pro-forma, answering all the questions below.
This case will be dealt with confidentially but details may be shared with local UCU branch officers. 
Please be advised that UCU will not be able to support a member’s case if the incident occurred prior to the date of joining the union
	Personal Details

	Name:  
	

	Membership Number:
	

	Home Address:

	

	Preferred contact details (email and telephone):

	

	Employer contact details

	Name & Address of Employer:
	


	Contact details (email and telephone):
	

	Department:
	

	Campus:
	

	Who is your line manager?
	

	How long have you worked for this employer?
	

	Case Details

	When did the problem begin?

	

	Has your employment ended and if so when?

	

	
Type of Problem (Tick/highlight all that you think apply)

	· Bullying/Harassment                               

	

	· Disciplinary

	

	· Grievance

	

	· Health and Safety (including work related stress)

	 

	· Discrimination (please delete all not applicable)  – Age; Disability; Gender Reassignment; Marriage and Civil Partnership; Pregnancy and Maternity; Race; Religion and Belief; Sex; Sexual Orientation. 

	

	· Sickness monitoring

	

	· Capability/probation

	

	· Fixed Term Contract 

	

	· Part Time Contract

	

	· Redundancy

	

	· Other (please explain)

	




	Please briefly outline the problem. Please complete this as a timeline with clear dates of the incidents. 

	  








	Please list and attach copies of any relevant documents such as letters/emails from the employer and any relevant policies (eg grievance/disciplinary policy). When supplying documents, please direct us to the relevant page /paragraph e.g. if you believe a contract/policy has been breached please state the relevant section and only supply the most critical document (s)

	

	Have any meetings taken place or are any future meetings arranged?
	Yes/No (if yes, please state when)

	Have you raised the issue with your line manager/HR/anyone else and what, if any, advice was given or action taken?

	

	What outcome are you hoping for? (Tick/highlight all that you think apply)

	· Mediation
· Settlement Agreement
· Change in Institutional Policy
· Reasonable Adjustments
· Other (please explain)


	Any other details we should be aware of? (if you are completing this form in hard copy please feel to attach a separate sheet)

	

	If you have been provided this form by your local representative please return it to them. If you have been sent this form from the Regional Office please return it directly to them at southeast@ucu.org.uk.  Please note that we cannot normally assist with problems that began before the date of joining UCU.
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