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An Example letter inviting an employee who has brought a grievance to a grievance hearing 

Dear (employee's name), 
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Grievance Hearing (date) 

You are invited to attend a grievance hearing on (date), (time), (location). (Minimum 10 working days notice). You may be accompanied at the hearing by a trade union representative, friend or colleague. It is your responsibility to arrange your own representation. 

The grievance will be heard by (name of hearing officer or names of Grievance Panel). A personnel adviser will also be present. 

If you object to the nomination of any of the members of the panel you must state your reasons, as soon as possible and in writing, to the Executive Director. If the Executive Director accepts the reasons, a replacement panel member may be nominated. The Executive Director's decision will be final. 

The Hearing Officer/members of the Grievance Panel and the other party to the grievance have a copy of your Grievance Notification Form. 

Please let me have the names of any witnesses you intend to call and copies of any correspondence or documents you intend to present at the hearing by no later than (5 working days before the date of the hearing) so that I can pass them on to the Hearing Officer/members of the Grievance Panel and the manager you have brought the grievance against. 

It is your responsibility to arrange the attendance of any witnesses. Witnesses may be accompanied by a trade union representative, friend or colleague, which they must arrange. 

I enclose a copy of the Grievance Code. 

Signed by Hearing Officer/Chair of Panel 
2 Example letter inviting manager who has had a grievance brought against them to a grievance hearing 
Dear (manager's name), 
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Grievance Hearing (date) 

You are instructed to attend a grievance hearing on (date), (time), (location). (Minimum 10 working days notice). 

The grievance will be heard by (name of hearing officer or names of Grievance Panel). A personnel adviser will also be present. 

(Only if the case is being heard by a panel) If you object to the nomination of any of the members of the panel you must state your reasons, as soon as possible and in writing, to the Executive Director. If the Executive Director accepts the reasons, a replacement panel member may be nominated. The Executive Director's decision will be final. 

I enclose a copy of the Grievance Notification Form. The Hearing Officer/members of the Grievance Panel also have copies. 

Please let me have the names of any witnesses you intend to call and copies of any correspondence or documents you intend to present at the hearing by no later than (5 working days before the date of the hearing) so that I can pass them on to the Hearing Officer/members of the Grievance Panel and (name of employee bringing the grievance). 

It is your responsibility to arrange the attendance of any witnesses. Witnesses may be accompanied by a trade union representative, friend or colleague, which they must arrange. 

(If disciplinary action could follow against the person grieved against) I have to advise you that it is possible that disciplinary action could be taken against you if the Grievance Hearing finds the allegations against you proven. You are therefore entitled to be accompanied at the hearing by a trade union representative, friend or colleague. 

3 Example letter confirming or advising the outcome of a grievance hearing to the employee who brought the grievance 

Dear (employee's name), 
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Grievance Hearing (date) 

Further to the Grievance Hearing held on (date), I confirm/advise you of my decision/the decision of the Panel that your grievance was (not upheld), (partly upheld), (upheld). 

If grievance partly upheld, explain which parts were upheld and which were not. 

My reasons/The reasons of the Panel for reaching this decision were: 

Give brief outline of reasons. 
If grievance upheld or partly upheld, state what recommendations on further action are being made, including disciplinary action, if appropriate. 
You have the right to appeal against this decision. If you wish to exercise this right you should write to the appropriate Executive Director within 10 working days of receipt of this letter. You appeal must state clearly the reasons why you remain aggrieved and the remedy you are seeking. 

I enclose a copy of the Grievance Appeals Procedure. 

Signed by Hearing Officer/Chair of Panel 

  

4 Example letter confirming or advising the outcome of a grievance hearing to the manager against whom the grievance was brought 

Dear (manager's name), 
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Grievance Hearing (date) 

Further to the Grievance Hearing held on (date), I confirm/advise you of my decision/the decision of the Panel that the grievance brought against you was (not upheld), (partly upheld), (upheld). 

If grievance partly upheld, explain which parts were upheld and which were not. 

My reasons/The reasons of the Panel for reaching this decision were: 

Give brief outline of reasons. 

If grievance upheld or partly upheld, state what recommendations on further action are being made, including disciplinary action, if appropriate. 

You may not appeal against this decision, but the person who brought the grievance against you may. I therefore enclose a copy of the Grievance Appeals Procedure. 

Signed by Hearing Officer/Chair of Panel 

5 Example letter confirming or advising a manager against whom a grievance was brought that the grievance has been upheld and that a recommendation is being made that disciplinary action be taken against the manager 

Dear (manager's name), 
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Grievance Hearing (date) 

Further to the Grievance Hearing held on (date), I confirm/advise you of my decision/the decision of the Panel that the grievance brought against you was upheld and that I/the Panel have made a recommendation to the Executive Director of (directorate) that a disciplinary hearing be convened to consider the allegation that you (state allegation). 

You will be further advised whether the Executive Director has accepted my/our recommendation and of the arrangements for any hearing. In the meantime, I enclose a copy of the Disciplinary Procedure. You will have the right to be represented at any disciplinary hearing by a trade union representative, friend or colleague. It is your responsibility to arrange representation. 

Signed by Hearing Officer/Chair of Panel 

  

6 Example letter suspending a manager pending a grievance hearing 

Dear (manager's name), 
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Suspension 

I am writing to confirm my decision given orally to you today in the presence of your trade union representative, to suspend you from duty with immediate effect. 

The reason for the suspension is to allow a Grievance Hearing to consider allegations that you (state allegations). 

Your suspension will be reviewed after 10 working days and thereafter every 10 working days or sooner, if appropriate. During the period of your suspension you must adhere to all normal procedures in relation to the booking of leave, reporting sickness absence, etc. 

In the meantime you should remain at home on normal pay and you should not enter your place of work without permission from either myself or the Director of [ ], other than to see your trade union representative, or unless required to do so by your manager. 

If the Grievance Hearing finds the allegations against you proven, the Hearing Officer/Panel may recommend that disciplinary action be taken against you. You are therefore entitled to be accompanied at the Grievance Hearing by a trade union representative, friend or colleague, the attendance of whom you must arrange. 

You will be written to again to advise you of the arrangements for the Grievance Hearing. 

I enclose copies of the Grievance Code and Disciplinary Procedure. 

Signed by Chief Officer/Senior Nominated Officer 

