Letter – Invitation to a Rescheduled Grievance Hearing – representative unavailable/not enough time to prepare

[date]
[Employee’s name]
[Employee’s address]
Dear [name]
Invitation to rescheduled grievance hearing

I write further to your *letter dated [date]/telephone call on [date] in which you advised [NAME] that you were unable to attend the grievance hearing on [DATE] because [REASON].
I have rescheduled the hearing and the details are as follows: 

Date:






Time:
Venue:

[NAME] will be hearing your grievance and will be accompanied by [name] as note taker. The investigating officer, [NAME], may also be present for part of this meeting.

The purpose of the meeting and your right to be accompanied are as outlined in the previous letter dated [DATE OF ORIGINAL INVITATION]. [A copy of that letter is enclosed.] 

Please contact [NAME] on [TELEPHONE NUMBER] as soon as possible to confirm your attendance.

Yours sincerely

[name]
[job title]
* insert/delete as appropriate

