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Policy No. 4  Grievance Policy 

Definition 

A Grievance is any discontent or dissatisfaction, whether 
exposed or not, whether valid or not arising out of anything 
connected with the company  which an employee thinks, 
believes or even feels to be unfair, unjust or inequitable. 

Objective 

A "Grievance" for the purpose of Grievance Redressal system
means a complaint affecting an employee on various matters 
including wages and salary, overtime, leave, transfer, 
promotion, work assignments, overload of work, working 
condition, problems not understood by the Supervisor, attitute 
of the Supervisor, designation, welfare amenities or benefits 
due under the company rules; but shall not include 
representations concerning matters of company policy, 
statutory requirements and grievances arising out of
punishments imposed in accordance with the standing orders 
or Norms of the company. 

Procedure 

1. All employees of the company shall follow a four stages 
procedure of grievance redressal with following schedule. 

Stage Concerned Facilitator Time Frame 
(working days) 

1 Immediate Supervisor / Engineer 1 
2 Concerned HOD 2 
3 HR Head 3 
4 Grievance Committee 4 

2. A Grievance Committee has to be constituted 
comprising of : 
a. Production Head,  
b. HRD Head 
c. One or two more Senior persons from other dept. 

decided by Management. 

3. External parties can raise their grievances with the 
respective Supplier Representative or in an anonymous 
letter on the name of company. 

4. Aggrieved employees shall put the issue in Grievance 
form (F-8972) and forward that form to their 
supervisor/ HOD. Or employees can report grievance 
anonymously in writing & put in grievance box or letter 
put the name of company. 

5. The Employee, if not feel satisfaction with the decision 
of the Concerned in charge, then he may take up his 
grievance from to next stage within three days from the 
date of receipt of the decision.  

6. A register has to be maintained by the concerned
Function as well as in HRD Function for recording and 
monitoring the grievance status. 
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7. In case the decision of the grievance committee is 
not acceptable to the aggrieved employee, he may 
personally appeal in writing to the MD. 

7. 

 

Steps & Responsibility 

Stage Responsibility Process Reference 

1 

Employee 
Explain verbally the grievance to immediate Supervisor at the occurrence of the 
grievance or submit the grievance in writing. 

Form (F-8972) 

Immediate 
Supervisor 

Discuss the problem/issue with concerned employee   
Enter the grievance details in grievance register along with the decision/action taken. Register (F-8975) 
Communicate the decision to concerned employee verbally or in writing.  

2 
Supervisor of 
aggrieved 
employee 

Submit the grievance to his dept. HOD  Form (F-8972) 
Enter the grievance details in grievance Register along with decision/action taken. Register (F-8975) 
Communicate the decision to the individual verbally or in writing.  

3 
Dept. HOD 

If unsatisfied at stage II the grievance has to be submitted in writing along with 
reason of dissatisfaction to the HRD Function. 

Form (F-8972) 

HRD 
Department 

Enter the grievance in the Grievance Register and matter will be resolved.  
Communicate the decision to the individual verbally or in writing.  

4 

HR Head If employees feel unsatisfaction at HR level, then HR Head will go for next level Form (F-8972) 
HRD 
Department 

Enter the grievance in the Grievance Register and the same will be put up to in front 
of grievance committee. 

 

Grievance 
Committee 

Enquire/ investigate the matter through jointly with all committee members. Conclude 
the matter in the best possible way. Call to aggrieved employee and give a chance to 
explain his grievance if required. 

 

Based on enquiry the committee will communicate its decision to the concerned 
employee through HRD Function in writing. 

Form (F-8972) 

Further explained that if the committee feels uncomfortable 
with the situation, then the grievance shall be put to MD level. 
The HR head shall put the matter to the MD within 48 hrs. 
and communicate the final decision to the grieved employees. 
Above is the general escalation of grievance. If everything 
goes normally in the plant, one meeting a month shall be 
called by the HR head along with all committee members and 
the report will be shared with management. 
Note: Wage deduction shall not be considered in any case. 
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Grievance Committee Member 

Grievance Committee meeting members are defined in 
Internal & External Committee (F-6419). 

Grievance committee meeting shall be held as and when basis 
based 
Committee members shall sit together on that issue and 
discuss the matter in detail. The committee shall resolve this 
matter within 48 hrs. after receiving the issue and 
communicating to grieved employees. Also communicate with 
management for the same.  
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