
Private and Confidential

NAME
ADDRESS
ADDRESS
DATE
Dear NAME



Re: Grievance Hearing 

I acknowledge receipt of your letter/email dated DATE, in which you raised a grievance. I feel it would be appropriate to address this matter through COMPANY NAME formal grievance procedure.

I am therefore writing to confirm that I / NAME would like to meet with you to hear your grievance on DATE at LOCATION at TIME. I / NAME will be accompanied by NAME, who will take notes.
For ease of reference, I have briefly summarised your issues/concerns below: 

· SUMMARISE GRIEVANCE POINTS

· SUMMARISE GRIEVANCE POINTS
These matters will be discussed and considered at the meeting therefore it is important that you contact me in advance of the hearing, if you deem the above information to be incorrect in any way or if you wish to add anything further.

I enclose for your information a copy of our Grievance Policy to which I /NAME will be making reference.

During this meeting I / NAME will listen carefully to what you have to say and ensure that if any further investigations seem necessary, a note is made for these to be undertaken afterwards.  I have received your initial grievance letter and (NAME) will be referring to this throughout the meeting. Please bring with you any other paperwork or evidence you would like me / NAME to consider.
You are entitled, if you so wish, to be accompanied by a trade union representative or fellow employee. If you wish to exercise this right, then please let me know in advance who will be attending with you.

Please contact me if you have any queries regarding the contents of this letter or you are unable to attend at the above time and date and we can rearrange for a mutually convenient time.
Yours sincerely
NAME
ROLE
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