Outline script for a grievance appeal meeting 
1 Introductions of those present if necessary. Confirm who is taking notes and that copies of the appeal meeting notes will be made available to the employee.

2 Explain to the employee why they are here i.e. to discuss their grievance appeal. Explain that the purpose of the meeting is to give them an opportunity to explain each ground of appeal and make any points they want to make or to present any new evidence.  Explain that no decision will be made until after the meeting and any investigations that need to be conducted have taken place. 

3 Explain that you are dealing with the appeal in accordance with [the organisation’s written grievance procedure, of which the employee has a copy OR the guidelines set down by Acas].  If you have had to deviate from the written procedure for any reason, explain the changes.  If possible, confirm that the employee agrees to the changes. 
4 Allow the employee to state their appeal in their own words and what resolution they hope to reach.
5 Ask the employee/their companion whether there are any initial points they would like to make before you discuss the detailed issues. 

6 Next, see if there can be a general discussion of the issues as it may help to narrow them down and it enables the employee to add further points. It may focus this discussion to go through the grounds of appeal step-by-step or if there are several, one-by-one. 
[At this point you may want to consider adjourning the meeting to carry out an supplementary  investigations.]
7 Sum up where you have got to on the main issues and ask the employee and their companion again if they have anything else to add. 

8 Tell the employee what will happen next i.e. that the meeting will be adjourned because you now need to consider what your decision will be. If you can, give the employee an idea how long it will be till they will be notified of the decision.

9 Thank the employee and their companion for coming. 
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