Template letter: letter confirming grievance outcome

Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Grievance outcome

Thank you for attending the grievance meeting on [• DATE].  I conducted the meeting, and you were accompanied by [• NAME].  [• NAME] was in attendance to take notes. 

Following the meeting, [• insert details of what action has been taken, for example: I investigated [• INSERT DETAILS].  The details of my investigation are set out below.]  I carefully considered all the points you raised, [• and [• INSERT NAME'S] response.  [• I regret to inform you that your grievance has not been upheld OR I confirm your grievance has been upheld].  The detail of my deliberations is set out below. 
[• Grievance procedure 

If the employee has raised any concerns about the grievance procedure, or if it has been necessary to deviate from the company's written procedure for any reason, explain this here.]

Deliberations

Your grievance letter set out [• INSERT NUMBER] grounds of complaint.  Each of your grounds of complaint is set out below, followed by my deliberations in respect of each one.

1. [• Insert ground of complaint 1]
[• summarise investigation, evidence, deliberations and confirm whether the ground of complaint is upheld.]

2. [• Insert ground of complaint 2]
[• summarise investigation, evidence, deliberations and confirm whether the ground of complaint is upheld.]

3. [• Insert ground of complaint 3]
[• summarise investigation, evidence, deliberations and confirm whether the ground of complaint is upheld.]

[• Next steps
Use this section to set out any action that will be taken in light of the grievance.  Even if the grievance has not been upheld, you could use this section to reflect on learning points and lessons learnt.]
Right of appeal 
The right of appeal applies whether or not the grievance has been upheld.  Even if the grievance has been upheld overall, the employee may wish to appeal against part of the decision.

You are entitled to appeal against this grievance decision under the company's grievance procedure.  If you wish to appeal, please send your written grounds of appeal to [• NAME] at [• CONTACT DETAILS] by [• DATE].  
Yours sincerely,
[NAME]
[ROLE]
[NAME OF EMPLOYER]
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