Letter - Outcome of Grievance 
[date]

[Employee’s name]

[Employee’s address]

Dear [name]
Outcome of grievance
I write further to the grievance hearing held on [date] and conducted by [name].

[Name] attended as note-taker and *[name] attended as your companion/you declined to have a companion present.

EITHER 
Having now completed my inquiries, I am writing to confirm my decision to uphold your grievance, the reason[s] for this *is/are [REASON] and the following actions will be undertaken by [insert dates]:

[Insert details of actions to be taken].

OR

I am writing to inform you that, having considered all the circumstances of your complaint, there are *no/insufficient grounds for further action to be taken for the following reasons:

The reason[s] for this *is/are [reason]. 
If you are dissatisfied with this decision, you have the right of appeal, which you should send the details of in writing to [NAME/DEPARTMENT] within the next [five] working days.
Yours sincerely
[name]

[job title]
Cc file
*complete/delete as appropriate
