
Employee raises 
grievance with 

immediate supervisor 
within 15 days

If the issue is against the 
supervisor, the matter must 

be raised with the next in 
line supervisor

Informal discussion to 
take place

Issue resolved

Action identified and 
undertaken

Issue unresolved. 

Grievance Process Flowchart  
Informal Process

Grievance Process Flowchart  
Formal Process

Employee must notify their supervisor that this 
meeting is at the informal level of a grievance 
proceeding by email or in writing. Employee 
may move to the formal process and file a 

Level One grievance within 5 days.
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Grievance Process Flowchart  
Formal Process

LEVEL ONE:                 
Formal Grievance 

Procedure

Employee completes 
Level One of the 
Grievance Form 

File a Level One grievance 
with a Vice President within 5 

days of the informal 
discussion

Is the issue appropriate 
to be dealt with via the 
grievance procedure

Conduct a Level One 
grievance meeting with 

Vice President

Determine the correct 
policy to follow

Grievance is validated?
Employee accepts 

decision
Employee accepts 

decision

Employee does not 
accept decision

NoYesGrievance dismissed No Yes
Action identified and 

undertaken

LEVEL TWO:          
Formal Grievance Appeal 

Procedure

Employee completes 
Level Two of the 
Grievance Form 

File Level Two grievance with 
Human Resources Manager 
within 10 days of Level One 

decision

Level Two meeting 
conducted with College 
President or designee

Outcome Level Two Meeting:                                                          
Dismiss appeal - validate outcome of formal grievance decision                                                                                    
Dismiss appeal - recommend alternative action                      
Validate appeal - overturn outcome of formal grievance decision

The decision reached is 
final
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