
Grievance procedure for a business with sufficient managers, 
supervisors and personnel staff to split the different roles involved. 

Scope:  
This grievance procedure applies to [ clerical, technical, all staff ]. 
 
This procedure covers all grievances which an employee has relating to their employment 
including conditions of service, health and safety, new working practices and any acts of 
discrimination. 
 
This procedure is not to be used for disciplinary matters (the appeal process within the 
disciplinary procedure covers such issues). 
 
Optional – 
[ There is a separate procedure to deal with allegations of harassment. ] 
 
Principles: 
1.1 The aim of this procedure is to achieve as rapid and effective a resolution as possible 
of any individual grievance. 
 
1.2 Wherever possible individual grievances should be resolved informally without 
recourse to formal procedures. Where this is not possible, the procedure below should be 
followed. 
 
1.3 At any stage of the process the employee with the grievance may be accompanied by 
a union representative or a fellow employee. 
 
1.4 The representative or fellow employee does not have to accept the request to 
accompany an employee 
 
1.5 The representative or fellow employee will not be disadvantaged as a result of 
accompanying the employee who holds a grievance. 
  
1.6 Efforts should be made to hear the grievance as soon as possible after it has been 
raised but it should be reasonable for all parties involved.  In any case the meeting to hear 
the grievance should not be more than seven days after it is raised except in exceptional 
circumstances. 
 
1.7 Proceedings may be suspended at any stage to check facts, allow tempers to cool or 

anything else that may lead to an early and satisfactory resolution of the problem. 
 
1.8 The term employee refers here to all workers, including agency workers, home 

workers and those employed on casual or short-term contracts. 
 
1.9 This procedure may, in the interest of natural justice, be varied and altered. If it 

appears that accidental errors have been made then they may be corrected. 

user
scop1



 
1.10 If anyone unreasonably refuses to attend meetings or supply information the 

grievance may be dismissed. 
 
 
2 Stage 1: Referral to [ Supervisor/Dept. Head ] 
2.1The employee should put their grievance, preferably in writing, to their  
[ supervisor/dept. head./the Personnel Department ]. 
 
2.3 If the supervisor can resolve the grievance informally and without the need for a 
meeting then the employee should be informed in writing within 5 working days and the 
issue should be remedied as soon as is reasonable. 
2.4 If necessary the employee will be invited to attend a meeting to discuss the grievance 
and will be informed of their right to be accompanied. 
 
2.4 After the meeting the [ supervisor/dept. head./Personnel Department ] will respond in 
writing, normally within five working days of the hearing. 
 
2.5 If the grievance is against the employee’s [ supervisor/dept. head.] then the matter 
should be dealt with by the employee’s [ dept. head./personnel manager]. 
 
2.6 If the grievance is against the employee’s [ the Personnel Office].  then the matter 
should be dealt with by the employee’s [ senior manager]. 
 
2.7 If the grievance is against the employee’s [senior manager.] then the matter should be 
dealt with by [ another senior manager/ the Board]. 
 
 
3 Stage 2 
3.1 If the issue is not resolved under Stage 1 and the employee still has a grievance, they 
can raise it with the next level of management by submitting it within 10 working days of 
receiving the letter under Stage 1 to [ the Personnel Office].  
 
3.2The [ Personnel Office] will send an acknowledgement of the grievance within 5 
working days  
 
3.3 If [ dept. head./personnel manager] can resolve the grievance informally and without 
the need for a meeting then the employee should be informed in writing within 10 
working days and the issue should be remedied as soon as is reasonable. 
 
3.4 If the matter cannot be resolved informally the [ Personnel Office] will arrange a 
meeting for the matter to be heard by the employee’s [ dept. head./personnel manager]. 
 
3.5 After the meeting the [ dept. head./personnel manager] will respond in writing, 
normally within 10 working days of the hearing. 
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4 Stage 3 
4.1 If the issue is not resolved after Stage 2 then the employee can raise the matter once 
more with the [ general manager/senior manager/HR director ] by submitting it within 10 
working days of receiving the letter under Stage 1 to [ the Personnel Office]. 
 
4.2The [ Personnel Office] will send an acknowledgement of the grievance within 5 
working days  
 
4.3 If [ general manager/senior manager/HR director ] can resolve the grievance 
informally and without the need for a meeting then the employee should be informed in 
writing within 15 working days and the issue should be remedied as soon as is 
reasonable. 
 
4.4 If the matter cannot be resolved informally the [ Personnel Office] will arrange a 
meeting for the matter to be heard by the [ general manager/senior manager/HR director 
]. 
 
4.5 After the meeting the [ general manager/senior manager/HR director ]  will respond 
in writing, normally within 15 working days of the hearing. 
 
4.6 The decision of [ general manager/senior manager/HR director ] on the grievance is 
final. 
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