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Informal approach 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Manager discusses issue informally as 
part of day-to-day managerial process

Manager 
responds orally 

or in writing 
within 10 

working days 

Manager retains local record of 
discussion/action 

If dissatisfied with response, 
employee may raise issue as a 

formal grievance

Employee raises issue informally 
with immediate line manager 
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Formal Grievance Procedure  
 
Stage 1 – Raising a formal grievance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Manager makes further 
enquiries and reconvenes 

grievance meeting on mutual 
date to consider them  

Manager notifies employee of 
formal adjournment if further 

enquiries/investigation is 
required before a decision 

can be reached 

Manager notifies employee of 
decision/right to appeal in writing, 

within 10 working days from the date 
of meeting 

Manager must notify 
employee in writing, within 5 
working days if the meeting 

cannot take place in 10 
working days from receipt of 

the formal grievance 

Manager acknowledges receipt 
for formal grievance in writing, 

within 5 working days and invites 
employee to a meeting  

Manager writes to 
employee if all the 

required information 
is not received 

 
 

Manager conducts meeting to 
consider grievance 

Employee sends copy to HR 
and retains a copy for their 

own records 

Employee completes Grievance 
Notification Form 

and submits to their manager  
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Formal Grievance Procedure 
 

Stage 2 – Appeal against a decision at Stage 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Employee writes to appropriate 
manager to notify intention to appeal 

against Stage 1 decision letter in writing, 
within 5 working days 

HR representative 
appointed to provide 

advice and attend Stage 
2 meeting 

Employee provides submits 
Grievance Appeal Notification 

Form within 10 working days from 
receipt of Stage 1 decision letter

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Manager must notify employee in writing, 
within 5 working days if the meeting cannot
take place in 10 working days from receipt 

of appeal notification 

Manager notifies employee of 
decision in writing, within 10 working 

days from date of meeting  
 

Manager makes further 
enquiries and 

reconvenes grievance 
meeting on mutual date 

to consider them  

Manager conducts meeting to 
consider grievance appeal 

Manager notifies 
employee of formal 

adjournment if further 
enquiries/investigation is

required before a 
decision can be reached

Manager acknowledges receipt of appeal 
notification in 5 working days and invites 

employee to meeting  
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