letter - Invitation to a Grievance Hearing

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

Further to your grievance letter and our previous discussion on [specify dates if applicable] I am writing to advise you that you are now invited to attend a grievance hearing. The details are as follows: 

Date:






Time:
Venue:

[NAME] will be hearing your grievance and will be accompanied by [NAME] as note taker. *[The investigatory officer, [Name], will also be present for part of the meeting].

The purpose of the hearing is to discuss your complaint of:

*[include specific issues]

Please find enclosed the following documents to be considered at the hearing, including a copy of the company’s grievance procedure:

[insert enclosures i.e. copy of investigation report]

You are entitled to be accompanied at the hearing. This can be either a fellow employee or an authorised trade union representative **[or a parent/guardian].
*[As agreed, an interpreter has been arranged to assist communication in the meeting.]

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

Yours sincerely

[name]
[job title]
*
insert/delete as appropriate
** 
if under 18 or a support worker if required by an employee with disabilities

