
Grievance Procedure Flow Chart
Informal Process

Employee raises grievance with 
immediate manager

If the issue is against the manager 
the matter must be raised with an 

more a senior manager 

Informal discussion to take placeIssue resolved Issue unresolved- Employee may 
move to the Formal Process

Action identified 
and undertaken

Formal Grievance Procedure

Employee completes the Grievance 
Form

Grievance Form is sent to a manager 
not previously involved in the informal 

discussion

Is the issue appropriate to be dealt 
with via the grievance procedureNo

Determine the 
correct policy to 

follow
Yes Conduct a 

grievance meeting

Grievance is upheldNo Yes

Employee accepts 
decision

Grievance 
dismissed YesNo Employee does not accept decision 

and may appeal 

Employee accepts 
decision

Yes No
Action identified 
and undertaken

Formal Grievance Appeal 
Procedure

Employee completes part 2 of the 
Grievance Form and sends to the  
manager not involved previously

Appeal Meeting conducted

Outcome Appeal Meeting
Dismiss appeal- uphold outcome of formal grievance decision
Dismiss appeal- recommend alternative action
Uphold appeal- overturn outcome of formal grievance decision

The decision reached is final
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