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Undertaking a Stage 1 Informal Grievance Fact Find

The aim of this template is to ensure that all the necessary facts and information are gathered to ensure full understanding of the issues raised and inform decision making and next steps. 


	Name of Colleague:
	


	Team / Service:
	


	Name of Line Manager:
	


	Date Stage 1 Grievance Submitted:

	

	Date of Stage 1 Grievance Meeting:

	



	Grievance Issues raised:

	Give a full description of the issues raised from the colleague’s Stage 1 Grievance letter and the Stage 1 Grievance meeting held (include date(s), potential witnesses or documentation referred to):










	Suggested resolution provided by colleague:

	Ask the colleague to provide details of any informal resolution options already considered / tried.









Gather the Facts
Consider each of the following questions to ensure you gather all the information needed. 

	What happened?

	








	Where did it happen?

	






	When? (make sure you establish all the date/s and time/s if not given above)

	






	Who else was there, were they involved in any way and / or did they see what happened?

	






	How did it happen?

	






	Is there an explanation or any rationale as to why it happened? Please provide details:

	






	Has anything similar happened before? Yes/ No If yes, please provide details:

	








	Witnesses: gather details of name, role, contact details etc and how the witness may help with fact-finding.







	Any other available evidence: e.g. rota’s, emails, documents, payslips, datix etc.













	Give details of any other information which may be relevant:









	Conclusion from evidence gathered:









	[bookmark: _Hlk214456232]Recommendations / Learning to consider:









	Actions to take forward:
Provide detail of action with who will be taking this forward and by when









Fact-find completed by: 	
Name and Job Title

Date:	_____/_____/_____ 
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