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Phase 1

Employee lodges 
grievance verbally 

or in writing

To support / advise 
if required

Issue resolved
Record/action/

document

Move to formal 
process

See guidance point 
4

End of Process

Can this be dealt with 
informally – hold fact 
finding conversation

Yes

No

Take necessary 
actions to resolve 

See guidance points 
2,3
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Employee raises Grievance 
formally in writing, stating 
nature of Grievance and 

desired outcome

Has it been dealt with 
informally?

No

Yes

Refer to informal 
process in first 

instance 

Arrange formal 
grievance meeting

See guidance point 4

Trade Union/Co worker to accompany 
employee if required

Arrange for TU/Co 
worker to attend if 

required

Reconvene and 
deliver outcome 

and right of appeal.  
Confirm in writing

End of process

Adjourn Meeting, 
Manager Conducts 
Investigation and 

decides on 
appropriate action

Meeting takes 
place.  Employee 

explains grievance 
and how they think 

it should be 
resolved

Is investigation 
required

Yes

Decide on 
appropriate action.  

Deliver outcome 
and right of appeal.  
Confirm in writing.

Record/action/
document

No

Yes

Move onto appropriate 
procedure. E.g. Disciplinary, 

Bullying.

Can this be resolved 
within this procedure?

No
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Phase3

Are grounds of appeal 
and resolution clear? See 

guidance point5

Arrange appeal 
hearing

Yes

Seek further 
information as 

applicable 
No

Inform employee 
and HR of hearing 

date.
Hold appeal 

hearing.

Receives 
notification of 
hearing date

Arrange 
representative to 
attend if required

Receives 
notification of 
hearing date

Receives 
notification of 
outcome.  No 

further right of 
appeal

Employee submits 
appeal in writing

Receives appeal and 
notifies HR

Receive notification 
of appeal

Reconvene and 
Inform employee  of 

outcome

Adjourn hearing, Is a 
further investigation 

needed?

Yes

Manager Conducts 
Investigation 

No

Record/action/
document

See guidance
 point 6

End of Process
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