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What You Mlght See:

. ==} Long, structured tlmelmes of events

@ Formal tone that feels more serious than expected

Speuf’ ic demands or outcomes requested

@ Focus on the issue, not who wrnte it
. Follow your grievance procedures g
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Move quickly to a human conversation

Keep tone calm, factual and respectful

Respondmg wth Iegahstlc or defenswe language

Emall only handlmg of the issues

{:LS’ Inmnsnstent handling across 5|tes

Good Practlce Checklist:

~/ Acknowledge promptly
Q Listen first — clarify facts in person

o % Document fairness and reasoning

|E W) Follow your policies & ACAS procedures

: nﬂﬁ Tram 1 managers in handlmg templamts & mediation




