Letter - Appeal Outcome (Grievance)
[Date]
[Employee’s name]
[Employee’s address]
Dear [name]
I write further to the grievance appeal hearing held on [date] and conducted by [name].

For the record, [NAME] attended as note-taker and *[name] attended as your representative/you declined to be represented.

EITHER 
[I am writing to confirm my decision to uphold the decision of [name OF MANAGER HEARING GRIEVANCE] taken on [date of initial grievance hearing] that there was no case for taking any action in connection with your complaint[s].
The reason[s] for this *is/are [reasons]. 

As this is the final stage of the grievance procedure, my decision is final and the grievance procedure has been exhausted.

[(OPTIONAL) However, if you wish to participate in a mediation process to try to resolve the issue[s], the company is willing to enter into joint discussions via [insert name of provider]. This process will only be commenced on receipt of a request from you in writing within the next [five] working days. Further details of the process are attached/will follow separately.]
OR

[Having now completed my inquiries, I am writing to confirm my decision to uphold your appeal. The reason[s] for this/are [REASONS].

The following actions will be undertaken by [insert date]:

[Insert DETAILS OF ACTIONS TO BE TAKEN]
Yours sincerely

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