THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO CONFIRM THE OUTCOME OF A GRIEVANCE HEARING




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


[INSERT DATE]


Dear [NAME]


[INSERT COMPANY NAME] LTD
OUTCOME OF GRIEVANCE HEARING 

Thank you for attending the hearing in relation to your grievance on [INSERT DATE].  The hearing was chaired by [INSERT NAME] and the note taker was [INSERT NAME]. [[You were accompanied at the hearing by [INSERT NAME].] OR [You were reminded of your right to be accompanied at the hearing but you chose to proceed without a companion.]]

Following the hearing, it has been decided that 

· [INSERT DETAILS OF OUTCOME OF HEARING INCLUDING ANY STEPS TO BE TAKEN AND 
· PROVIDE SPECIFIC REASONS FOR DECISION].

If you do not feel that your grievance has been satisfactorily resolved, you are entitled to appeal this decision. If you wish to appeal, you should set out your grounds of appeal in writing and send them to [INSERT NAME] at [INSERT CONTACT DETAILS] within [INSERT REASONABLE PERIOD OR TIME LIMIT PRESCRIBED IN COMPANY POLICY] days of the date of this letter.

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

Yours sincerely,




[INSERT NAME]
[INSERT POSITION]
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