TEMPLATE LETTER

Dear

STAGE 1 GRIEVANCE

I refer to the meeting you attended with me held in [location] at [time] on [date].  ………attended as your representative.  Also in attendance was………… from HR.   

The purpose of the meeting was to examine the grievance which you raised namely 
(briefly summarise the grievance).

Having carefully considered your grievance and the evidence of your witnesses I write to confirm my decision to you that your grievance is [upheld/not upheld/upheld in part].
[If upheld or upheld in part, detail resolution proposed]. 


I reached this decision because ……………….[summarise the key points of the grievance and your reasons for accepting or rejecting these points].

Should you remain dissatisfied then you can appeal this decision by submitting a written notification of appeal to the Executive Chief Officer of [Service] within 10 working days of your receipt of the decision.
Yours sincerely

Nominated Officer

