
INFORMAL STAGE 1/FORMAL STAGE 2 GRIEVANCE MEETING GUIDANCE 

1. Manager introduces everyone and any general housekeeping points for example fire alarm, location of toilet, break arrangements and anticipated timescales.

2. Manager then explains the reason for the meeting. “We are here to discuss the informal/formal grievance raised regarding xxx”

3. The colleague (supported by their representative or colleague if they choose to bring one) explains their grievance and the resolution they are seeking. 

4. The manager asks the colleague questions to enable full understanding of the issues raised and the resolution they are seeking. The manager should explore what has happened, when, where, who else may be involved and how the issue has arisen.

5. The manager confirms their understanding or explains they need to gather further information.

6. Both parties agree to any extension of time scales to allow information gathering and the fact find to be completed.

7. Brief notes may be taken as a record and to support understanding and a fact finding document (at Stage 1)/investigation (at Stage 2) will be completed.

8. Manager advises how they will keep in contact and update colleague.

9. Meeting ends.

10. Manager arranges to meet the colleague to provide the outcome. The outcome will be provided in  writing to colleague/ Trade Union Representative within 7 calendar days of the meeting.




