

[image: ]



Name
Address

Date 

Dear ____________
I am writing in response to your letter/email dated [insert date]. 
Please be assured that the organisation treats such matters with the utmost importance. We have formal policies and procedures in place to address employee concerns, and I have attached a copy of our grievance procedure for your reference.
Following your submission, a grievance hearing has been scheduled to take place at [location] on [insert day] at [insert time]. The purpose of this meeting is to give you the opportunity to elaborate on the issues you raised on [insert date].
You have the right, should you wish, to be accompanied and as per the company grievance policy you may be accompanied by <<<<Please refer to internal Grievance policy to determine who can accompany the employee>>>>>>. Please let me know in advance if you plan to bring someone with you.
During the hearing, you will be able to present your grievance in full. Once all matters have been discussed, the meeting will be adjourned to allow for a careful review of the information before reaching any conclusions.
Please find enclosed a copy of the company grievance policy. Should you have any question in relation to this or any other matter, please do not hesitate to contact me on NUMBER/EMAIL
Yours Sincerely
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Job Title
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