Minutes of an Employee Grievance Hearing Held Between:
Line Manager’s name (Initials) on behalf of Company name 

and

Name of Employee (initials)
on date at time.
Other people present:

Minute taker’s name (initials) on behalf of the Company 
	Initials
	Comments

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Meeting closed [time]


These minutes are not intended to be verbatim.

All parties sign below to accept their agreement of the accuracy of the minutes stated above:

	Signed:
	

	
	Signed for and on behalf of Company name


	Name:
	

	Date:
	

	Job title:
	

	
	

	Signed:
	

	Name:
	Signed by the employee

	Date:
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