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If it’s important to you, 
it’s important to us.

Does the employee still
 work for you?

Yes No

Employee should raise formally without 
delay

Employee should set out the nature of their 
grievance in writing

Hold a meeting with the employee without 
unreasonable delay

Allow employee to be accompanied at the 
meeting by: 

- Fellow worker
- Trade Union representative

Decide on appropriate action. Communicate 
decision in writing without 

unresonable delay

Allow employee to appeal if the grievance is 
not resolved to their satisfaction

Employer, employee and companions should 
make every effort to attend

Resolve Informally if possible

Invite employee to an appeal meeting 
without unresonable delay

Communicate the final decision in writing 
without delay


