

Date

Greater Glasgow and Clyde

Department

Address 1

Address 2

Address 3

Post Code

Tel No

PRIVATE & CONFIDENTIAL

Employee Title/Forename/Surname
Address 1

Address 2

Address 3

Postcode

Dear Title/Surname
Grievance - Informal Meeting Outcome
I refer to our meeting held on insert date to discuss concerns you had raised and I now write to confirm the outcome. You were accompanied at the meeting by add name OR You were unaccompanied at the meeting and happy to proceed on that basis.  (Delete as appropriate)
This meeting was convened 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
Following discussion we have agreed the following points:

[key points]

From this I can now confirm that the matter has been resolved and no further action will be taken.

OR
Should you wish to initiate the formal procedure under the NHS Greater Glasgow and Clyde Grievance Policy and Procedure, your intention to progress to stage 1 must be made by submitting a Grievance Notification Form (GD1) to name, job title within 4 working weeks on receipt of this letter. 
Please do not hesitate to contact me if you have any queries regarding the contents of this letter or the process in general.



Yours sincerely

Print Name

Designation

