LETTER 1: CONCILIATION REQUEST MADE BY EMPLOYEE WHERE APPEAL IS ONGOING 
[HR ADDRESS]

[DATE]

Dear [EMPLOYEE NAME]

We have received notification from ACAS that you have made a request for Early Conciliation. 

Your appeal is ongoing. The particular facts and circumstances of your case are currently being looked into by an independent appeals manager. You should raise any concerns you have with the appeals manager as part of the appeal process. 

As you may be aware, we aim to complete all appeals in a timely manner. 
Until the outcome of your appeal is known, the business cannot meaningfully enter into conciliation with you. Please be assured that the appeals manager assigned to your case will endeavour to complete your appeal as soon as possible. 

The business is committed to working with current and former employees to resolve workplace disputes at an early stage wherever appropriate. 

Once your internal appeal is concluded, if you still wish to pursue  Early Conciliation, our solicitors will be happy to discuss, through ACAS, the position of the business in relation to your case.
Please be aware that it is your responsibility to ensure that any tribunal claim is submitted within the prescribed time limits. 

If you have any queries about the process, please contact your ACAS Conciliator. Further information and contact details for ACAS regional offices can be found at www.acas.org.uk.  
Yours sincerely

[HR CONTACT NAME].

Cc ACAS

Cc External legal service provider
