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[ON LPC HEADED PAPER]

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

Dear [Name]
Grievance Outcome
I refer to the grievance submitted by you on [date] and the subsequent grievance meeting that took place on [date].  That meeting was conducted by myself and [Name, position] was present [to provide HR guidance / as a note taker].
[You declined the right to be accompanied] OR [you were accompanied by [Name, position]].
Having carefully considered all of the issues you have raised and all the evidence available to me, I have decided that your grievance [is not upheld] OR [is upheld] OR [is upheld in part].  The reasons for this are set out below:
[Insert response to each point of grievance in turn detailing investigations carried out and findings]
[OPTION ONE – ONLY INCLUDE IF GRIEVANCE NOT UPHELD] In conclusion, having given the matter careful consideration, I have decided that your grievance is not upheld.  I therefore do not propose to take any further action in relation to your grievance.  
[OPTION TWO – ONLY INCLUDE IF GRIEVANCE IS UPHELD] In conclusion, having given the matter careful consideration, I have decided that your grievance is upheld.  As a result of my findings, I make the following recommendation(s) and propose that the following action is taken:
[Insert action points/recommendations]
[OPTION THREE – ONLY INCLUDE IF GRIEVANCE IS UPHELD IN PART] In conclusion, having given the matter careful consideration, I have decided that your grievance is upheld in part.  I uphold the issues you have raised that relate to [set out the part(s) of the grievance that is upheld].  However, I do not uphold the issues you have raised in relation to [set out the part(s) of the grievance that are not upheld].  In respect of the issues you have raised that are upheld, I make the following recommendation[s] and propose the following action:
[Insert action points/recommendations]
I hope that this resolves the issues that you have raised.  However, if you are not satisfied with the outcome of your grievance, you may appeal in writing to [Name, position] within [●] days of the date of this letter].  Please send any appeal to [email address] marked for the attention of [Name, position].  Please note that any appeal should clearly state the grounds of your appeal, that is, the basis on which you disagree with the outcome of the grievance process.  [Note: refer to the LPC’s Grievance Procedure when setting a deadline for an appeal to be lodged as this may specify a particular timeframe.  Otherwise, the ACAS Code provides that appeals should be submitted without unreasonable delay]
Please do not hesitate to contact me if you have any queries arising out of this letter.
Yours sincerely



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