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Worcestershire Royal Hospital 
Charles Hastings Way
Worcester
WR5 1DD
01905 xxxxxx



PRIVATE AND CONFIDENTIAL 
(NAME/JOB TITLE)
Sent by Email or Postal Address


Template Formal Stage 3 Grievance Appeal Meeting Invite

Date (Must be within 14 calendar days of receiving the grievance appeal)

Private and Confidential

Name of colleague

Dear NAME

Grievance Appeal Meeting – Formal Stage 3

Thank you for your letter of (DATE) detailing your grievance appeal. I write to inform that arrangements have been made for a Grievance Appeal meeting to be held on (DATE) (must be within 14 calendar days of receiving the grievance appeal) at (TIME) (must be private and allow sufficient time) at (LOCATION).

In line with the Trust Policy, I would like you to be fully supported during this meeting. You are entitled to be accompanied by your trade union representative or a colleague, please let me know who will be accompanying you in advance of the meeting and no later than (DATE).

Your appeal will be heard by LIST NAMES (appropriate director and senior manager and, HR) in accordance with the WAHT Grievance Policy. If you require any reasonable adjustments to support you in this meeting, please let me know.

I am already in receipt of your written statement regarding the grounds for your appeal. Please could you provide me with the supporting written documentation which you intend to refer to at the meeting (and the names of any witnesses you intend to call) no later than (DATE).

A copy of the documentation that will be considered at the meeting will be sent to you on (DATE), prior to the meeting taking place. This will include the documents you intend to rely on, documents relating to the management case and confirmation of any witnesses who may attend.

I have also enclosed a copy of the WAHT Grievance Policy which outlines the appeals process. 





Please keep this matter confidential. I am mindful this will be a difficult time for you and you can access further support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Optima Health UK Ltd and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate and attach] booklet for your information.

Yours sincerely

NAME
JOB TITLE

cc	Name, Trade Union Representative (if applicable)

enc	Grievance Policy
	Supporting our NHS Staff
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