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  Second line of address  Third line of address
Fourth line of address  Fifth line of address  POSTCODE
T: 01228 606060  F: 01228 606060  E: information@cumbria.gov.uk

Name
Address line 1
Address line 2
City
County
Postcode
Date (use format 13 December 2011)
Your reference: Reference  Our reference: Reference
Private & Confidential

Dear Name
Outcome of Formal Grievance Meeting

I write to confirm the outcome of the grievance meeting held at (location and address) on (day/date).  Prior to the meeting you were given a copy of the Investigating Officer’s report and you were informed that you were entitled to be accompanied by a Trade Union representative or work colleague.  You declined to be accompanied/you were accompanied by name/union).  I chaired the meeting and was supported by (name/job title).  Name HR Manager / Officer attended as Adviser. (name/job title) was present as the Investigating Officer and (name/job title) attended as note taker.

We agreed the agenda for the meeting and then discussed the issues relating to your grievance about (state nature of grievance).
I considered all aspects of the grievance, and decided as follows:-  

· List grievances raised 

· List decision and reason for decision and state whether upheld, partly upheld or not upheld

· Specify actions or learning points as a result of the decisions

If you are not satisfied with this decision, you have the right of appeal.  Your appeal must be in writing clearly stating why you do not accept this decision, and what outcome or resolution you are looking for.  Your appeal must be sent within five working days of receipt of this letter to (name), (title of next appropriate level of management), at the following address: - (insert address).
Yours sincerely 

(Signature)
Name Surname
Job title
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