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 1. LETTER TO COMPLAINANT, ACKNOWLEDGING RECEIPT OF WRITTEN GRIEVANCE AND INVITATION TO FORMAL MEETING

This letter should be sent within 5 working days of receipt of the written grievance.

Dear [Name],

Formal meeting re Grievance

I am writing to acknowledge receipt of your written grievance, which was received on [date], and to seek to arrange a formal meeting. Such a meeting may enable us to resolve the issues you have raised in accordance with the provisions of the School’s Grievance Policy, a copy of which is attached. 

I would like to offer you a meeting on [Day, date and time – this should be within 15 working days of receipt of the written grievance] at [Venue].  If you are unable to attend please contact me to propose an alternative date.  In accordance with the procedure I have asked select as appropriate<a member of the Council’s HR Consultancy team><a representative of the School’s HR service provider> to join us at the meeting to assist with any HR & OD issues.

You have the right to be represented by a trade union representative or fellow worker of your choice at the meeting.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the meeting who your representative will be.

I look forward to seeing you on [date of meeting].

Yours sincerely,

[Name]

Head Teacher / Chair of Governors/ Designated Governor (delete as appropriate)
Encs. – School’s Grievance Procedure

2. LETTER CONFIRMING OUTCOME OF FORMAL GRIEVANCE MEETING
This letter should be sent within 10 working days of grievance meeting.

Dear [Name]
Grievance Procedure – First Formal Meeting
I am writing to inform you of the outcome of the Formal Grievance meeting held on [Day, date, time and venue]. The meeting was held to enable a response to the grievance(s) you raised in your letter of [enter date of grievance letter]. Select as appropriate <You were invited to attend this meeting but did not turn up.><You attended the meeting but were not represented><You attended the meeting and were represented by [enter name and designation of representative]>
I chaired the meeting and [Name and designation of HR representative], was the other panel member with [Name] taking notes. We interviewed [insert details of anyone interviewed] as part of our investigations. 
Where further investigation is needed insert the following paragraph 
It was agreed that the deadlines will be extended in order to allow for further investigation and that the meeting would be re-convened on [Day, date & time – please note that the timescales for completion should not be excessive] at [Venue].  

Where further investigation is not needed insert the following paragraph 
Our findings are outlined below and I will deal with the issues in the order they were raised in the grievance meeting.
Provide a synopsis of each allegation/ grievance, the discussion that took place and your decision. For example:
1. In your opinion the council failed to follow their Equal Opportunities and Diversity policies and that they have unlawfully discriminated against you in the process.

You failed to provide any details, instances or examples to support this. This claim is therefore not upheld.

Where an allegation is not upheld conclude the paragraph with the following sentence: This claim was therefore not upheld  
Where an allegation is upheld provide details of the action to be taken. Possible actions can be found in Chapter 11 of the Schools HR Handbook at http://www.croydonhr.co.uk/File/handbook_c11_grievance_procedure_completed.doc 
You have the right to appeal against this decision by writing to Chair of the Governing Body within 10 working days from the date of receiving this letter, specifying why you are not happy with the outcome and your suggested remedies for resolving the grievance.   

Yours sincerely

<name>

 Manager / Headteacher / Governor (delete as appropriate) 

cc HR&OD Consultancy
3. LETTER ACKNOWLEDGING RECEIPT OF APPEAL AND INVITATION TO APPEAL HEARING
This letter should be sent within 5 working days of receipt of the written appeal.

Dear [Name],

Appeal Hearing re Grievance

I am writing to acknowledge receipt of your written appeal, which was received on [date]. 

An Appeal Hearing has been arranged on [Day, date and time – this should be within 15 working days of receipt of the written grievance] at [Venue].  If you are unable to attend please contact me to propose an alternative date.  

In accordance with the procedure the appeal will be heard by a panel of three governors who have not been previously involved with the matter, advised by a senior HR representative. 

The Appeal Hearing will complete the following actions:-
· Consider  the investigation and outcomes recommended from the previous stage of the grievance

· Hear the grounds for the decision

· Hear why you remain dissatisfied and the outcomes you are seeking

· Make a final decision based on all available information (or request  further information as necessary) and make a final decision within 15 working days of the meeting

· Inform you in writing of their decision.
You have the right to be represented by a trade union representative or fellow worker of your choice at the meeting.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the meeting who your representative will be.

I look forward to seeing you on [date of meeting].

Yours sincerely,

[Name]

Chair of Governors (delete as appropriate)
 cc  HR&OD Consultancy
4. NOTIFICATION OF OUTCOME OF APPEAL HEARING
This letter should be sent within 15 working days of the appeal hearing.

Dear [Name]

Outcome of Grievance Appeal

Following the Grievance Appeal hearing, which took place on [date], I am writing to advise you of the decision of the panel concerning your appeal against the decision from the first formal meeting. 
Where an appeal is not upheld state the following:
Your appeal was not upheld for the following reasons:

Provide a synopsis of each reason, for example

1) The selection process used for the appointment was sound, based on a standardised application form with separate evidence, competency tests and interview,
Where an appeal is upheld provide details of the action to be taken. Possible actions can be found in Chapter 11 of the Schools HR Handbook at http://www.croydonhr.co.uk/File/handbook_c11_grievance_procedure_completed.doc
Please note that this appeal decision is final.

Yours sincerely

[Name]

Chair of Appeal Panel
cc  HR&OD Consultancy
