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[ON LPC HEADED PAPER]


Strictly Private and Confidential

[Name]
[Address]

[Date]

Dear [Name]
Invitation to investigatory meeting
I refer to your letter dated [date] in which you raise a grievance and now write to inform you that we are investigating the allegations that [insert details of allegations made by employee in their grievance]. 
The aim of the investigation is to establish the facts of the matter by gathering information. It is currently expected that the investigation will be completed by [date]. However, this timeframe may be extended or shortened depending on the progress of the investigation.
As part of our investigations, we invite you to attend a meeting to discuss the issues that you have raised. The meeting will be held:
On: [DATE]
At: [TIME]
Location: [PLACE]
The meeting will be conducted by [Name, position]. [Name, position] will also attend to [provide HR guidance/as a note taker]. [Note: amend as appropriate] 
If you know of any documents or information that you think will be relevant to the matters under investigation, please let me know as soon as possible. It would also be helpful if you could send copies to me in advance of the meeting.  
If you wish, you may be accompanied by a trade union representative or colleague. Should you wish to bring a companion, please contact me by phone or email [telephone number, email address] as soon as possible to provide their details. 
Please can you confirm that you have received this letter and will attend this meeting. 
Please let me know if you have any specific needs at the hearing as a result of a disability. If, for any unavoidable reason, you are unable to attend at the time set out above, please contact me as soon as possible so that alternative arrangements can be made.  
Next steps
When the investigation is completed, we will compile an investigation report with our findings. If by this point you do not feel that a satisfactory resolution has been reached, you will be invited to a grievance meeting.  
Confidentiality
This investigation process and the allegations being explored are of course confidential.  Accordingly, please ensure that you do not speak with any other member of staff about the allegations without [Name's] prior permission.
In the meantime, if you have any other queries, please do not hesitate to contact me.
Yours sincerely




[Name]
[Title]
On behalf of [X] LPC
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