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




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


[INSERT DATE]


Dear [NAME]


[INSERT COMPANY NAME] LTD
GRIEVANCE APPEAL

I refer to the appeal hearing on [INSERT DATE], chaired by [INSERT NAME] and at which 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.]]

I have considered your appeal against the decision relating to your grievance as outlined in the letter of [INSERT DATE]. I have reviewed the original decision and [I have decided to accept your appeal against that decision. On that basis I have decided that: 

· [INSERT DETAILS OF OUTCOME OF APPEAL HEARING 
· INCLUDING ANY STEPS TO BE TAKEN].]

OR

[I regret to advise that I have decided to reject your appeal. [INSERT SPECIFIC REASONS FOR REJECTION].  Therefore, the decision set out in the letter of [INSERT DATE] still stands.]

This decision is final and you have no further right of appeal.

Yours sincerely 




[INSERT NAME]
[INSERT POSITION]
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