



STRICTLY PRIVATE AND CONFIDENTIAL
[NAME] [SURNAME]
[EMPLOYEE ADDRESS]



[DATE]
Dear [NAME]
Invitation to Grievance meeting 
I write further to your [letter/email] dated [DATE] where you have raised some issues which are concerning you.  
[Within this, you have made clear you wish to raise a formal grievance. OR I am concerned by the content of this and therefore I intend to treat this as a formal grievance.]
Your concerns will therefore be dealt with in accordance with the Company’s Grievance Policy, which is contained within the Company’s Employee Handbook, but can also be provided to you separately upon request.
In line with the above, I would like you to attend a meeting with me so that we can discuss your concerns in more detail. 
This meeting will be held on [DATE] at [TIME]. The meeting will [take place over video through [Teams/Zoom] and information to access the video link will be sent to you in advance of the hearing] OR be at [INSERT LOCATION]. 
[NAME] will also be in attendance to record the minutes of the meeting. 
The purpose of the meeting is to enable me to fully understand the nature of your grievance. I will then investigate and deal with the matter accordingly after which I will provide you with a formal outcome in writing. 
Within the meeting, you will have the opportunity to fully detail your issues, adding any further content or detail that you feel is necessary to the issues you raise. In order to allow me to properly prepare for the meeting, I would appreciate you sending me any documents you wish to be considered, ahead of the meeting. I wish to make clear that this does not prevent you from bringing any further documentation to the meeting.
You are also entitled to be accompanied by a work colleague or an accredited trade union representative. 
I would be grateful if you could please confirm that you are able to attend this meeting as soon as possible, but at least 48 hours before the scheduled meeting. 
I look forward to meeting with you.
Yours sincerely,


[NAME]
On behalf of ***Employer name***










