	Personal & Confidential
	Please ask for:

Direct Dial:

Fax No.:

Your Ref:

Our Ref:

Date:
	DATE


Dear 

Stage 1 Grievance
I refer to your Grievance, dated (DATE), which was received on (DATE).
Arrangements have now been made to hear your Grievance at a Grievance Hearing in accordance with the Stage 1 of the Highland Council Grievance Procedure.  Your Grievance will be heard at [time] on [date] at [location].  (NAME), (JOB TITLE), will also be in attendance.

I intend to call (NAME) as a witness. Please let me know the names of any witnesses whom you may wish to call, at least 24 hours prior to the date of the hearing so that I can arrange, if they are employees, for their attendance.

You are entitled to be accompanied at this hearing by a trade union representative or other representative of your choice. 

I would be grateful if you can advise [name of person to contact] on [telephone contact number] whether this time and date are suitable.

If you have any queries regarding this letter please do not hesitate to contact me.

Yours sincerely

[Name of person hearing the grievance]
[Post title]


