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

DATE

PRIVATE AND CONFIDENTIAL 
(COLLEAGUE NAME/JOB TITLE)

Sent by Email or Postal Address



Dear NAME

Grievance - Formal Stage 2 Outcome

I write further to recent correspondence and the meeting that was held on (DATE) – (this should be no more than 14 calendar days unless otherwise agreed) under Stage 2 of the Grievance Policy, to discuss the grievance that you have raised and the resolution that you are seeking. I was accompanied by (Name of HR representative) and you were represented by (Name of representative) / chose to attend on you own* (delete as applicable)

I am now in a position to outline to you/confirm the outcome of your grievance and suggested resolution.

Outline the information that was reviewed
Outline the outcome ie if the grievance is upheld, partially upheld or not upheld.
Outline any resolution and recommendations

If you are satisfied with this resolution, please let me know and I can ensure any necessary actions are taken. You will not need to proceed further with the grievance process.

If you are not satisfied with this resolution you may wish to submit an Appeal in accordance with the Trust Appeals Policy. The written grounds for appeal must clearly set out the basis of the appeal, in terms of:

· [bookmark: _Hlk205560249]Whether process has been followed properly;
· Whether the decision was objective and fair;
· Whether the decision taken was appropriate in light of the evidence presented.

You will need to do this within 14 calendar days of receipt of this letter. There is a template to help you, which can be found in the Appeals Policy Toolkit on the intranet, and you are advised to seek further support from your Trade Union representative or professional network. I enclose a copy of the Appeals Policy for further information.

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 Counselling Services 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 Booklet for your information.

If you require any further information, or should you have any queries, please do not hesitate to contact.


Yours sincerely


(Name/Job Title of Manager)



cc	Name, Trade Union Representative (if applicable)

Enclosures	Grievance Policy	
		Supporting you Through Work-Related Concerns Booklet
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