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Flowchart symbols and their meaning

Start/end 

This shape represents the start and end point of a system or process. 
It usually contains the word 'Start' or 'End'. A flowchart generally has 
one start point but can have multiple endpoints.

Decision 

Sometimes a decision is needed before moving on to the next step in 
the process. This shape asks a 'yes' or 'no' question. The answer 
determines which arrow you follow out of the decision shape.

Outgoing off-page connector 

This shape shows where the process continues on another page of the 
flowchart document. Click this shape to go to the page.

Page 2

Incoming off-page connector 

This shape shows the page you are currently viewing.

Process 

Can represent a single step or multiple steps within a larger process on 

the flowchart.

Flow line 

A line with an arrow shows the direction of the flow through the 

flowchart.

https://workforce.nhs.scot/policies/grievance-policy-overview/grievance-policy/
https://workforce.nhs.scot/policies/grievance-policy-overview/grievance-policy/


2 of 4Page

NHSScotland Workforce Grievance Policy : flowchart

Version 1.0 13 February 2020

Employee raises a 
complaint with a manager

Start

Has Early 
Resolution been 

achieved?

Use the Workforce 
Policies Investigation 

Process (WPIP)

Use the Workforce 
Policies Investigation 

Process (WPIP)

Early Resolution

Early Resolution meeting 
takes place and outcome 

confirmed in writing

Early Resolution

Early Resolution meeting 
takes place and outcome 

confirmed in writing

EndYes

Has a formal 
grievance been 

notified?

No

Is an investigation 
required?

Yes

Yes

Investigation report 
submitted

Stage 1

Stage 1 grievance hearing

Stage 1

Stage 1 grievance hearing

No

EndNo

Go to 
page 3
Go to 

page 3

Go to 
page 2
Go to 

page 2

https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/
https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/


3 of 4Page

NHSScotland Workforce Grievance Policy : flowchart

Version 1.0 13 February 2020

Page 3Page 3

Stage 1

Outcome given

Stage 1

Outcome given

Is there sufficient 
information to 

make a decision?

Adjourn Stage 1 
hearing

Use the Workforce 
Policies Investigation 

Process (WPIP) or 
request additional 

information

Use the Workforce 
Policies Investigation 

Process (WPIP) or 
request additional 

information

Stage 2

Stage 2 grievance hearing

Stage 2

Stage 2 grievance hearing

Yes

Has resolution 
been achieved?

EndYes

Has a Stage 2 
grievance been 

notified?

No

Is an investigation 
required?

Yes

Investigation report or 
additional information 

submitted

Use the Workforce 
Policies investigation 

Process (WPIP)

Use the Workforce 
Policies investigation 

Process (WPIP)

Investigation report

Yes

No

Go to 
page 4
Go to 

page 4

No

Was there 
sufficient information 

to make a 
decision?

Adjourn Stage 2 
hearing

Yes

No

Reconvene Stage 1 
hearing

Go to 
page 2
Go to 

page 2

EndNo

https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/
https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/
https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/
https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/workforce-policies-investigation-process/


4 of 4Page

NHSScotland Workforce Grievance Policy : flowchart

Version 1.0 13 February 2020

Page 4Page 4

Stage 2

Outcome given

Stage 2

Outcome given

Has resolution 
been achieved?

EndYes

Has a wider 
organisational 

consequence been 
notified?

No

EndNo

Board level hearing

Outcome given

Yes

End

Referred to director of 
human resources and 

employee director


	NHSScotland-Workforce-Grievance-Policy-flowchart-13022020.vsdx
	Cover page
	Page-2
	Page-3
	Page-4


