Informal Meeting between Manager and Staff member about a Dignity at Work Concern (Informal Resolution)

Raising a Concern to your Manager (or their Manager). 
If an informal conversation discussion between colleagues has not resolved a concern the next step is for the line manager to provide their help and advice. (If the concern is with the manager this will be their manager). 

To start this step, the person raising the concern will need to outline their concerns in writing template to the relevant manager. An informal meeting will then be arranged within 7 calendar days to enable the manager to fully understand the issue. 

During the meeting the manager will seek to fully understand the situation and what action has been taken so far, it may be helpful to share the notes and records you have kept from previous conversations. The manager may decide to speak to other parties or carry out further fact finding and 

You and the manager can then decide which of the following options to take (you may choose to do all):
· Manager supports you with further discussion of the concern with your colleague, or your manager may agree to raise the matter on your behalf. 
· Manager arranges to facilitate a conversation with you and your colleague
· Manager makes arrangements for a facilitated conversation with you, your colleague and an independent manager

You may wish to refer again to the advice in Factsheet (Face to Face conversation with colleague) 
Structure of Meeting - Factsheet here

Support with Further Discussion 
The aim of further discussions is to try again to help your colleague understand their behaviour and its impact on you. You will need to reiterate that the behaviour is undesirable and explain its impact on you. 
You can begin the meeting by referring to your earlier informal conversation and explain you would prefer to resolve the issue together, informally hence this second meeting.
You should review the actions you both agreed at your first conversation and discuss why these haven’t worked and what could be done differently, perhaps you didn’t agree any specific actions and would now like to do so.

What happens if these conversations don’t help?
There is no limit on the number of times you can continue to meet informally, as long as you believe progress is being made, sometimes it does take time for people to fully change their behaviour. 
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If you feel that progress is not being made you may wish to consider Mediation. Further information is available here.  In the Dignity at Work Policy and Toolkit. 
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