
Handling Employee
Grievances
This playbook describes the procedure for efficiently and

sensitively addressing employee grievances, ensuring

that their concerns and complaints are acknowledged

and duly resolved.

Step 1: Receive Complaint 

Listen to the employee's complaint carefully without interrupting.

Ensure a private and comfortable setting for the conversation.

Acknowledge the issue and thank the employee for coming forward.

Step 2: Document Details 

Take detailed notes during the conversation or immediately after.

Document the nature of the grievance, the parties involved, and any

other relevant information while maintaining confidentiality.

Step 3: Assess Situation 

Evaluate the complaint to understand its severity and potential

impact. Determine if immediate action is needed or if further

investigation is required.

Step 4: Investigate 

Conduct a thorough investigation if needed. Interview other involved

parties, gather additional information, and review any relevant

documents or policies.



Step 5: Take Action 

Decide on the appropriate course of action based on the findings.

This may include mediation, disciplinary measures, or policy

revisions. Ensure that the action is fair and consistent with company

policies.

Step 6: Communicate Outcome 

Inform the employee who raised the grievance of the outcome.

Maintain transparency while respecting the privacy of all parties

involved. Provide a rationale for the decisions taken.

Step 7: Follow Up 

Monitor the situation following the resolution to ensure the grievance

has been adequately addressed and to prevent recurrence. Check in

with the employee to assess their satisfaction with the outcome.

General Notes

Training 

Ensure that all managers and HR personnel receive training on how

to handle grievances appropriately and legally.

Confidentiality 

Maintain the confidentiality of the grievance process to protect the

privacy and reputation of all employees involved.



Record-Keeping 

Keep comprehensive records of each grievance, the process followed,

and the resolution achieved for future reference and potential legal

compliance.

Powered by: PlaybookWriter.com

https://playbookwriter.com/

	Handling Employee Grievances
	Step 1: Receive Complaint
	Step 2: Document Details
	Step 3: Assess Situation
	Step 4: Investigate
	Step 5: Take Action
	Step 6: Communicate Outcome
	Step 7: Follow Up
	General Notes
	Training
	Confidentiality
	Record-Keeping



