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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[HR / Manager Name and Job Title]

	Re
	Acknowledgement of Formal Grievance


Dear [Employee First Name],
▪ Acknowledgement of Your Grievance
I am writing to acknowledge receipt of your formal grievance, received on [Date Grievance Received]. We take all grievances seriously and want to assure you that your concerns will be investigated fairly, promptly and in confidence, in accordance with our Grievance Policy and Procedure. Acknowledging receipt of your grievance does not imply any conclusions have been reached regarding the matters raised.
▪ Summary of Grievance Raised
Our understanding of the matter(s) you have raised is as follows:
-  [Summarise the first grievance concern as raised by the employee — use the employee's own description where possible]
-  [Summarise the second concern if applicable]
-  [Add further concerns as required]
If we have not accurately captured your concerns, please let us know at the earliest opportunity so that we can ensure the investigation is focused correctly.
▪ The Investigation Process
An investigation will be conducted into the matter(s) you have raised. The investigating manager will be [Investigating Manager Name and Job Title], who has had no prior involvement in the matter.
As part of the investigation, you may be invited to attend an investigation meeting to discuss the matter further and to provide any additional information or evidence you consider relevant. You will be given reasonable notice of any such meeting. Meetings may be conducted remotely where appropriate.
We may also need to speak with other individuals who may have relevant information. All parties will be reminded of the requirement for confidentiality throughout the process.
Additional matters relevant to the grievance may emerge during the course of the investigation.
A note taker may also be present at formal meetings.
▪ Grievance Hearing
Following the investigation, a formal grievance hearing will be arranged to allow you the opportunity to present your grievance in full. You will receive a separate written invitation to the hearing, which will include full details of the date, time and location.
▪ Your Right to be Accompanied
You have the right to be accompanied at any formal grievance meeting or hearing by a work colleague or a trade union representative of your choice. Please let us know in advance if you wish to exercise this right so that we can make the appropriate arrangements.
If you require any reasonable adjustments to participate fully in the process, please let us know as soon as possible.
▪ Timescales
	Grievance received
	[Date]

	Target date to commence investigation
	[Date — ideally within 5 working days]

	Target date for grievance hearing
	[Date — ideally within 20 working days]

	Target date for written outcome
	[Date — ideally within 5 working days of hearing]



We will endeavour to progress this matter as swiftly as possible. If there is likely to be any delay beyond the timescales above, we will notify you promptly and provide an explanation.
▪ Confidentiality
We ask that you treat this matter sensitively and confidentially, and refrain from discussing it with colleagues, other than your chosen companion or trade union representative. This is to protect the integrity of the process and all parties involved.
▪ Point of Contact
Your primary point of contact throughout this process will be [HR Contact / Manager Name]. Please do not hesitate to contact them if you have any questions or concerns at any stage.
▪ Employee Wellbeing
Support resources such as the Employee Assistance Programme (where available) remain available throughout the process.
▪ Right to Appeal
You will be advised separately of your right to appeal following the outcome of the grievance process.
We are committed to resolving your grievance fairly and as quickly as possible. We appreciate that raising a grievance can be a difficult step and we want to assure you that you will not be subjected to any detriment as a result of having done so.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
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