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	Date:
DATE

Ref No:


Direct Line:
Number
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Contact:
NAME

	
	


Dear Title/Surname
Grievance – Informal Meeting
Further to your letter/our discussion (delete as appropriate) dated insert date about your concerns, I now write to invite you to attend an informal meeting with myself (if appropriate) and name, job title to discuss the issues you have raised.  The meeting arrangements are as follows:

Date:

date
Time: 

time
Location:  
location
I would be grateful if you could confirm your attendance at the meeting on receipt of this letter.  If for any reason you are unable to attend please contact me as soon as possible.  

This meeting will be conducted in line with NHS Greater Glasgow and Clyde’s Grievance Policy and Procedure (available on HR Connect).  If you are unable to access the policy please contact me directly and I will ensure a copy is provided
You have the right to be represented by a Trade Union/Professional Organisation representative (including full-time Trade Union Officers) or accompanied by a fellow member of staff or a friend or relative not acting in a legal capacity.  It is your responsibility to arrange your representation.  
In the meantime if you have any queries please do not hesitate to contact me on phone number.  

Yours sincerely
Print Name

Designation
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