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LETTER NOTIFYING GRIEVANCE MEETING

Dear (name),  
I refer to your letter dated (date) in which you lodged a [grievance in accordance with the Company’s Grievance Procedure][complaint which has triggered the grievance procedure]. 

You are now invited to attend a grievance meeting on (date) at (time) at (location).  At this meeting, you will be given the opportunity to explain your case in detail. 

The hearing will be conducted by (name), and (name) will also be present to take minutes of the meeting. 

You have the statutory right to be accompanied at this hearing by either a work colleague or trade union official of your choice.  I would refer you to the Company’s Grievance Procedure in the Employee Handbook.  

If you are unable to attend this grievance meeting, you are asked to contact me as soon as possible.   I will then try and re-arrange the meeting to an alternative date or time.  You should take all steps to attend the grievance meeting. Failure to attend without good reason could result in the meeting being held, and a decision being taken, in your absence.  However, if you fail to attend through circumstances completely outside your control and which are currently unforeseeable, the Company will then arrange another meeting. Thereafter, if you fail to attend for a second time, the meeting will be held, and a decision will be taken on your grievance, in your absence. 

Yours sincerely, 

(name)

On behalf of the Company
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LETTER NOTIFYING OUTCOME OF GRIEVANCE MEETING


Dear (name), 
Further to the grievance meeting held on (date), the Company has now taken a decision on your grievance, namely that your grievance is (rejected/upheld/upheld in part).

The reason for this decision is that (set out the reason(s) for the company’s decision). 

If you wish to appeal against this decision you should inform the Company in writing in accordance with the Company’s Grievance Procedure, a copy of which is attached for your information.  

Yours sincerely, 

(name)

On behalf of the Company

Enc    Company’s Grievance Procedure
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LETTER CONFIRMING THE OUTCOME OF GRIEVANCE APPEAL MEETING

Dear (name),
Further to the grievance appeal meeting held on (date), the Company has now taken a decision on your grievance appeal, namely that the Company’s original decision on your grievance (stands/be revoked).

The reason for this decision is that (set out the reason(s) for the company’s decision). 

You have now exercised your right of appeal under the Company’s Grievance procedure and this decision is final. 

Yours sincerely, 

(name)

On behalf of the Company

