CONDUCTING A GRIEVANCE INTERVIEW

(Sourced from Graphite)
The following are  points dealing with preliminary grievance interviews:

1.
After an employee has raised a grievance it is important to arrange to 
meet with them as soon as possible.  The employee may have a 
representative present at the meeting and they should be advised of 
this.  It is important to set aside enough time for the meeting and to 
ensure that there will be no unnecessary interruptions.

2.
A detailed note of the meeting should be kept, as this information will 
be necessary in the event of your decision being appealed to the next 
stage of the grievance procedure. 

3.
Open the meeting by establishing the exact nature of the employee’s 
grievance.

4.
The employee should be invited to give reasons in support of his/her 
case.  Presenting a grievance can be a scary experience, so it is vital 
to be patient and attentive while the employee is stating his/her case.  
The employee should be allowed to finish before being asked 
questions or seeking further clarifications on any of the points raised. 

5.
Once the panel is clear about the circumstances surrounding the 
grievance, sum up the facts in brief and ask the employee if s/he 
wishes to make any additional comments. 

6.
At this stage adjourn the meeting in order to consider what action, if 
any, should be taken.  Even if the grievance if not upheld, remember 
that there may be scope for compromise. 

7.
The meeting is reconvened in order to inform the employee of your 
decision.  The reasons for the decision should always be outlined and 
the employee should be given time to ask questions.  If the employee 
is not happy with the outcome of the interview, s/he should be advised 
of his/her right to appeal the decision to a higher level of management 
in accordance with stage two of the grievance procedure. 
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