
Standard 
Letter

No

Yes

No

Yes

Optional GRV1

No
GRV2

Yes

No

Yes

Optional GRV3

GRV4

Timeline

Within 3 months of ithe 
ncident  / reason for 

complaint

Consider extending the 
timelines if an investigation 

is needed

Within 10 days of receiving 
the grievance unless an 

extension is agreed 

Within 10 days of the 
grievance meeting unless 

an extension is agreed

PROCESS ENDS

Refer to HR and take advice 
on whether the grievance 

should be considered  

Review grievance to 
determine core facts & 

proposed reslution

Is an investigation 
required?

Does the complaint relate 
to an incident within the 

past 3 motnhs?

Was a resolution reached?

Discuss informally first to 
try to find a resolution  

Hold initial meeting with 
the member of staff to 

clarify facts of the 

Complete an investigation  
using the template from HR 

self-service

Hold a grievance meeting 
with the member of staff 

Complete investigation / 
further investigation if 

needed

Write to the member of 
staff with the outcome & 

option to appeal

Employee submits a formal 
written grievance to their 

manager

Ebor People Policies Grievance

Please refer to the policy document before taking action under this poicy

Has the matter been raised 
informally first?  


