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	<Date>



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Colleagues’s Name>
<Home Address> / 
<Sent by Email: <insert email address> (depends on communication plan agreed – delete as appropriate)


	
<Service/Division>
Worcestershire Acute Hospitals NHS Trust
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: < Manager’s Tel Number>
Email: < Manager’s Email Address>


Dear [NAME]

Re: Grievance Fact-finding concluded

I am writing further to your recent participation in a fact-finding investigation meeting regarding concerns / issues (delete as appropriate) raised by name of colleague relating to XXXX.  I would like to take this opportunity to thank you for your involvement with the investigation. I can confirm that my fact-finding has now concluded, and you will not be required to participate in any further meetings with me. 

Please be advised that we are unable to advise you of the outcome of the fact-finding investigation due to this being confidential, however I would like to share some recommendations / learning that will be taken forward / that I would like you to take forward: (delete as appropriate)

· Detail recommendations / actions and who will take this forward and by when. This may include but not limited to:
· A summary of findings that affect the third party;
· Any recommended actions that will affect the third party;
· Outcomes that will affect the third party.

If you would like to meet with me to discuss the above recommendations in more detail, please let me know. My contact details are email / telephone.

I recognise the valuable contribution you have made to this process, so thank you again for your input. I am also mindful that participating in a fact-finding process can be difficult, 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 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 have any queries regarding this letter, please do not hesitate to contact me.


Yours sincerely


<Grievance Manager’s Name>
<Job Title>

cc	<Staff member’s Representative>
	<HR Representative’s Name, Job Title> 

Enc	<Supporting you Through Work-Related Concerns Booklet
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