[bookmark: _GoBack]THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO ACKNOWLEDGE RECEIPT OF HIS OR HER GRIEVANCE AND TO INVITE HIM OR HER TO A GRIEVANCE HEARING




Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]


[INSERT DATE]


Dear [NAME]


[INSERT COMPANY NAME] LTD
HEARING TO DISCUSS YOUR GRIEVANCE

I acknowledge your letter dated [INSERT DATE] detailing your grievance.

I have arranged a hearing so that we can discuss your grievance.  The hearing will take place on [INSERT DATE] at [PLACE] at [TIME].  Please contact [INSERT NAME] as soon as possible to confirm whether you will be able to attend this hearing. 

The hearing will be chaired by [INSERT NAME & POSITION] and [INSERT NAME & POSITION] will attend as notetaker. The purpose of the hearing is to give you an opportunity to explain your grievance and to set out how you consider this should be resolved. Once you have done this, the hearing will be adjourned and may be reconvened or you may be advised of the decision in writing following the hearing.

You may be accompanied at the hearing by either a work colleague or a certified Trade Union representative. Please confirm the name of any proposed companion at least 48 hours before the hearing.

Please do not hesitate to contact me if you have any questions about the terms of this letter. 

Yours sincerely 




[INSERT NAME]
[INSERT POSITION]

