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[ON LPC HEADED PAPER]

Strictly Private and Confidential
[Name]
[Address]
[Date]

Dear [Name]
Rescheduled Grievance Hearing
I refer to the grievance meeting which was scheduled for [date]. I write to inform you that this meeting has been rescheduled. This is due to [insert reason for change – e.g. the companion was unable to attend on the original date]. It will now take place:
On: [DATE]
At: [TIME]
Location: [PLACE]
The purpose of the meeting remains as set out in my letter dated [date of initial invite letter].  It is to allow you to explain your grievance in more detail and discuss with us how it might be resolved. I would like to remind you that you may be accompanied at the meeting by a colleague or trade union representative if you wish. Should you wish to bring a companion, please contact me as soon as possible to provide their details. 
Please can you confirm that you have received this letter and will attend this meeting by contacting me by phone or email [telephone number, email address]. 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.  


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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