
Template letter: invitation to grievance meeting
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Grievance meeting
Thank you for your letter dated [• DATE] which I received on [• DATE].  

As your letter raises concerns about [• INSERT DETAILS], these issues will be investigated and addressed under our grievance procedure, a copy of which is enclosed.  

I have arranged for a meeting to take place for us to discuss your grievance.  The meeting will be held on [• DATE] at [• TIME] in [• LOCATION].  I will conduct the meeting and [• NAME] will be in attendance to take notes.  You are entitled to be accompanied by a colleague or trade union representative to the meeting in accordance with the grievance procedure.  If you wish to bring a companion, please let me know their name and position as soon as possible.  
At the meeting you will have an opportunity to explain your grievance and how you think it should be resolved.  I will also ask you questions in order to better understand your grievance, and what further investigation might be necessary into the concerns you have raised.  It will be helpful if you can be as specific as possible regarding the nature of your concerns and provide copies of or indicate any relevant documents for review.  If you are able to attend the meeting with details such as [• insert relevant details that will help clarify the grievance, for example: dates and times of incidents and conversations], this would be helpful.

I would be grateful if you would confirm by [• midday] on [• DATE] that you are available to attend the grievance meeting.  If you are unable to attend for any reason, please let me know as soon as possible.

I look forward to hearing from you.
Yours sincerely,
[NAME]

[NAME OF EMPLOYER]
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