[Company letterhead]
[Employee name]
[Address]
[Date]
Dear [First name],
Invitation to a grievance meeting
Thank you for your grievance of [date]. I am sorry it has taken until now to reply. [Or: I wanted to acknowledge it straight away.]
I understand your grievance to be about: [set out the complaint in one or two plain sentences, in their terms, numbered if there is more than one strand]. If I have misunderstood any part of it, please tell me at or before the meeting.
I would like to meet you to discuss it on [date] at [time] at [place]. The meeting will be held by [name, job title], who is not involved in the matters you have raised, and [name, job title] will attend to take notes.
At the meeting you will have the chance to explain your grievance in your own words and to say what outcome you are looking for. I may need to make further enquiries afterwards before I can respond, and if so I will tell you what I am doing and roughly how long it will take.
[Where the statutory right applies: You have the right to be accompanied at the meeting by a fellow worker, by a trade union representative, or by an official employed by a trade union. If you would like to bring someone, please tell me who they are beforehand. If your companion cannot make the date above, you may propose an alternative time within five working days of it and I will move the meeting.]
I will write to you with the outcome and with any action I intend to take. You will have a right of appeal if you are not satisfied with it.
If you are unable to attend on the date above, please tell me as soon as you can and I will rearrange it.
Yours sincerely,
[Name]
[Job title]
