
 

 

 

 

GRIEVANCE PROCEDURE 

The aim of this procedure is to give an employee an opportunity to raise a grievance either 

informally and/or formally and to discuss this with their employer with a view to having it 

resolved. 

General Principles 

Grievances should be raised as soon as possible, to allow issues to be resolved quickly. 

Employees are given the opportunity to explain their grievance and how they think it should 

be resolved. 

If the employee's grievance is against their line manager they may raise the matter with 

another manager in the organization, where possible. 

The employer will ensure that the timing and location of all meetings under this procedure 

are reasonable. 

As far as is reasonably practicable, a manager more senior than the manager who took the 

decision, which is being appealed, will conduct appeal hearings. This does not apply where 

the most senior manager attended the hearing at which the decision being appealed was 

taken. 

Employees will be entitled (where reasonably requested) to be accompanied to any grievance 

Employers, employees and their companions should take reasonable steps to attend grievance 

and appeal meetings. 

Records will be kept detailing the nature of the grievance raised, the employer's response, any 

action taken, the reasons for it and other information relevant to the process. These records 

shall be kept confidential. 

Dealing with a grievance informally 

If an employee has a grievance or complaint to do with their work they should, in the first 

instance and, wherever possible, discuss it with their line manager. They may be able to agree 

a solution informally. 

Formal grievance 

If it is not possible to resolve a grievance informally, or the employee does not feel it is 

appropriate to do so, they should raise the matter formally in writing to our Executive  



 

 

 

 

 

Manager. The written grievance should contain details of the nature of the grievance and how 

they feel it might be resolved. 

Grievance hearing 

The Residence Manager will call the employee to a meeting to discuss their grievance. This 

will normally be held within 5 working days from receipt of the complaint in writing. 

Employees are allowed to explain their grievance and how they think it might be resolved. 

The employee will be entitled to be accompanied at this meeting. Following the meeting the 

employer (within 5 working days) will advise the employee in writing what, if any action 

they have decided to take along with a full explanation of how the decision was reached. The 

employee is informed that they could appeal (and to whom the appeal should be made) if they 

feel that the grievance has not been satisfactorily resolved. 

Appeal 

If the employee wishes to appeal they should let Mr. Kanchan Panta know in writing stating 

their reasons(s) for appeal. This should be done within 5 working days of the grievance 

hearing decision being communicated in writing to them. Within 5 working days of receipt of 

the appeal an appeal meeting will take place. The appeal will be conducted by Mr. Kanchan 

Panta. The employee will be entitled to be accompanied at this meeting.  

Following the meeting Mr. Kanchan Panta will advise the employee in writing of the 

outcome of the appeal, no later than 5 working days from the appeal being heard. This 

decision is final.' 

Contact person 

Mr. Shiva Dhakal (MD): shiva@royalmt.com.np 

Mr Tejashwi Shrestha: manager@traditionalcomfort.com 

Kanchan Panta (HR/Procurement Manager): procure@traditionalcomfort.com 

Bikal Khanal (Sustainability Manager-RM Group): bikal@royalmountaingroup.com 

 


