[Company Logo]   [Company Name]
EMPLOYEE RELATIONS ESCALATION MATRIX
	Company:
	[Company Name]

	Applicable to:
	[All locations / Work Location]

	Effective from:
	[Date]

	Owner:
	[HR Head]



	Case Type
	Level 1
	Level 2
	Level 3
	Escalate When

	Pay, leave, attendance
	[HR Executive], respond in [Number] days
	[HR Manager], [Number] days
	[HR Head], [Number] days
	No response or unresolved at level

	Work conditions, shift, facilities
	[Reporting Manager], [Number] days
	[Department Head], [Number] days
	[Grievance Redressal Committee]
	Unresolved or affects many employees

	Interpersonal conflict, behaviour
	[Reporting Manager]
	[HR Business Partner]
	[HR Head]
	Repeated incidents or manager involved

	Bullying, discrimination, retaliation
	[HR Business Partner]
	[HR Head]
	[CHRO / Ethics Committee]
	High risk or senior person involved

	Code of conduct, ethics
	[Compliance Officer]
	[Ethics Committee]
	[Audit Committee]
	Financial or legal risk



Separate Routes
	Matter
	Contact
	Details

	Sexual harassment
	Internal Committee: [IC Presiding Officer Name]
	[IC Email / Phone]

	Whistleblower disclosure
	Vigilance Officer: [Name]
	[Vigilance Email]

	Safety emergency
	Safety Officer / Security
	[Phone]



Rules
1. You may go directly to the next level if your issue involves the Level 1 owner.
1. Each level will acknowledge your issue and respond within the time shown.
1. If there is no response in time, you may escalate without anyone's permission.
1. All matters are handled confidentially and no one will be treated unfavourably for raising or escalating a concern.

	______________________________
Approved by
[HR Head]
[Company Name]
Date: [Date]
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