
The employee can now raise the 

grievance formally by putting it 

in writing to their manager 

Hold a informal meeting with 

the employee.  Try to address 

their complaint/issue.  Keep a 

record of the discussion. 

Is it resolved? 

Grievance Procedure Flowchart 

Employee raises an 

informal grievance 

YES Put in place any agreed 

action as a result of the 

grievance 

Hold a meeting and then confirm 

the outcome of the grievance in 

writing.  Is grievance resolved? 

NO 

YES 

No 

No further action 

needed 

Contact Go HR to obtain a 

letter to confirm receipt of 

the grievance and arrange a 

grievance meeting.  They 

have the right to be accom-

panied at the meeting 

Hold a formal grievance meeting 

with the employee.  Find out 

their desired outcome 

Conduct an investigation 

and gather as much infor-

mation as possible this may 

include interviewing other 

Contact Go HR to obtain a letter 

to confirm the outcome.  The 

letter will include the details of 

the right to appeal the decision 

if the employee is not satisfied. 

On receipt of appeal letter, send a 

letter to arrange an appeal hearing  
Conduct any additional  in-

vestigation needed  

Contact Go HR to obtain a 

letter to confirm receipt of the 

grievance appeal and arrange a 

appeal meeting.  They have the 

right to be accompanied. 

Confirm the outcome of  the appeal 

meeting.  This must be confirmed in 

writing  

Contact Go HR to obtain a 

letter to confirm appeal out-

come.  This now concludes the 

internal grievance process.  

A independent 

manager should 

hear the appeal not 

the same manager 


