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Guidance Notes for Employers: Using the Grievance Procedure / Letters 

 

1. Introduction 

1.1 Please note that the following applies to grievance matters in England and 
Wales.  It does not apply to Northern Ireland. 

1.2 It is important for employees to be able to raise any concerns or complaints 
they have with their employer and know that their employer has a procedure in 
place so that any such complaint is dealt with.  These Guidance Notes explain 
how to use the documents provided in the Grievance sub-folder.  It should be 
noted that this does not constitute legal advice and as such if any queries 
arise legal advice should be sought.  

1.3 Having a grievance policy available means that: 

1.3.1 Employees have a course of action which they can follow should they 
have a complaint; and 

1.3.2 Employees have clear points of contact and can try to resolve matters 
without the need for an employment tribunal. 

1.4 An employer should ensure that: 

1.4.1 A copy of the grievance procedure is given to all employees at the 
beginning of their employment; 

1.4.2 Employees are able to address their grievances with ease and 
confidentially; and 

1.4.3 Even where a grievance is raised informally a written record is kept 
outlining: 

1.4.3.1 The nature of the grievance; 

1.4.3.2 The decision made and the actions taken; 

1.4.3.3 The reason for the actions; 

1.4.3.4 Whether an appeal was lodged; 

1.4.3.5 The outcome of the appeal; and 

1.4.3.6 Any subsequent developments. 

1.5 Where necessary training should be provided for managers and employee 
representatives. 

1.6 Employers should: 

1.6.1 Deal with grievances promptly and should not unreasonably delay 
meetings, decisions or confirmation of those decisions; 

1.6.2 Carry out any necessary investigations to establish the facts of the 
case; and 

1.6.3 Allow employees to be accompanied at any formal grievance meeting. 

1.7 Employees may seek help from trade union or other employee representatives 
or colleagues. 

1.8 Where the company is small and there is no alternative manager, then the 
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same manager must deal with the grievance fairly and objectively even if the 
grievance is against them. 

1.9 If the grievance highlights issues concerning policies, procedures or conduct 
these should be addressed as soon as possible. 

 

2. Informal Procedure 

2.1 If a matter can be resolved informally it is beneficial for both the employer and 
employee to do so.  Sometimes a simple discussion as to the employees 
complaint allows the employer to take quick action to resolve that issue. 

2.2 Where a matter has been discussed informally, the employer should send a 
letter to the employee to record what was discussed and what actions have 
been agreed upon.  See Informal Discussion Letter (EMP.DISC.04). 

 

3. Stage 1 – Written Statement 

3.1 Where the informal procedure has failed to satisfy the employee or an 
employee has decided to submit a statement outlining their grievance without 
an informal discussion, the employer should acknowledge such a statement 
by sending a letter to the employee arranging a grievance meeting.  See 
Employee Grievance Meeting Letter (EMP.GRIEV.02). 

3.2 Employers, employees and companions should make every effort to attend 
the meeting, and where practicable an alternative time and date should be 
offered to ensure the attendance of all parties.  The employee may offer a 
reasonable alternative time within five days of the original date if their chosen 
companion cannot attend. 

 

4. Stage 2 – Grievance Meeting 

4.1 At the grievance meeting the employee should be given the opportunity to 
outline their grievance and explain how they think the grievance could be 
resolved.  

4.2 The employee may be accompanied at the meeting and the employer should 
be aware that the companion: 

4.2.1 May address the meeting to put or sum up the employee’s case; 

4.2.2 May confer with the employee during the meeting; 

4.2.3 May not answer questions on the employees behalf; 

4.2.4 May not address the meeting if the employee does not wish them to; 
and 

4.2.5 May not prevent the employer from explaining their case 

4.3 Copies of meeting records should be given to the employee, except in certain 
circumstances e.g. to protect a witness. 

4.4 Document Guidance Notes for Grievance Meetings (EMP.DGG.04) contains a 
checklist to help prepare for and conduct a grievance meeting. 
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5. Stage 3 – Outcome of Meeting 

5.1 Following the grievance meeting the employer must put in writing the outcome 
of the meeting.  This must be done regardless of whether the grievance was 
founded or not.  See Employee Grievance Meeting Decision (EMP.GRIEV.03).  

5.2 Employers should bear in mind that some actions taken to resolve a grievance 
may have an impact on other individuals who may also feel aggrieved. 

5.3 Employers should ensure that any action taken is monitored and reviewed, as 
appropriate, to ensure the issues are effectively dealt with. 

 

6. Stage 4 – Appeal 

6.1 If the employee is unhappy about the outcome of the meeting and feel their 
grievance has not been satisfactorily resolved they have the right to appeal.  
Should the employee appeal the employer should send a letter acknowledging 
the appeal and setting a date for an appeal meeting.  See Employee 
Grievance Appeal Meeting (EMP.GRIEV.05). 

6.2 Once the appeal meeting has taken place the employer must send the 
employee a response letter outlining the decision made by the employer.  See 
Employee Grievance Appeal Meeting Response (EMP.GRIEV.06). 

 

7. Special Cases 

7.1 Collective grievances should not be dealt with using the above Grievance 
Procedure, rather a collective grievance procedure should be used. 

7.2 If the grievance is raised during the disciplinary process, the disciplinary 
process should be suspended to allow the grievance to be dealt with first. 

7.3 If the grievance and disciplinary matter are related, they can both be dealt with 
concurrently. 

7.4 [If appropriate employers may decide to have a separate procedure which can 
be referred to for issues involving bullying, harassment or whistle blowing.] 
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