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What specific issue am I reporting? Clearly define the problem, whether it's harassment, discrimination, policy
violation, or something else.
What outcome am I hoping for? Be clear if you're seeking resolution, support, policy change, or just documenting
the issue.
Have I documented specific incidents? Include dates, times, people involved, and a factual account of what
happened.
Did I attempt to resolve the issue directly? If appropriate, have you spoken to the person involved or a manager
first?
Am I prepared to stay professional and stick to facts? Avoid letting emotions override the meeting.
How might my complaint affect my work environment or relationships? Consider possible outcomes and prepare
accordingly.
Do I understand the company’s policies related to this issue? Review the employee handbook or relevant
guidelines.
What questions should I ask HR during the meeting? Prepare a few key questions to get clarity on the process
and next steps.
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Compile all relevant documents: Emails, messages, incident logs, performance reviews, and any
supporting evidence.
Review company policies: Understand grievance procedures, anti-harassment policies, and relevant
guidelines.
Write down key points to discuss: Create a brief, clear summary of the issue to avoid going off-topic.
Practice explaining the situation clearly and factually: Consider rehearsing with a trusted friend or
colleague.
Plan to maintain a professional and neutral tone: Avoid accusations and focus on facts and desired
outcomes.
Decide if you need a witness or support person in the meeting: Check if your company policy allows this.
Prepare to take notes during the meeting: Documentation can be crucial for follow-ups.
Know your legal rights and protections under employment law: Research or consult a legal expert if
needed.
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Global VP of People at HelloFresh | Former Global Head at Zalando | Director at Wipro.

A globally recognized expert in Communications, Diversity & Inclusion, Talent and Leadership Development, Global
Mobility, and Compensation Strategy. An expert in aligning talent, leadership, and financial strategies to drive
organizational growth and operational excellence.

Currently offering tailored mentorship, leadership coaching, and actionable strategies for high-impact change. Rooted in
inclusivity, challenging workplace norms, tackle discrimination, and empower leaders to redefine success.
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