

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  
I write further to my letter dated insert date where you were invited to attend a rescheduled Formal Stage 1 Grievance Hearing on insert date.  This had been rescheduled from insert date.  However, you did not attend this hearing and provided no explanation for your non-attendance. 
As advised in previous correspondence if you or your representative/companion is unable to attend at the specified time arranged you must ensure that you give me adequate notice of this and if you fail to attend without prior cancellation your non attendance will be taken as an indication that you no longer wish to pursue the grievance and therefore the matter will be deemed to be closed.

On these grounds the hearing will not be rescheduled and matter has now been closed.
Should you wish to discuss the content of this letter please do not hesitate to contact me on [phone number].  

Yours sincerely 

Print Name

Designation

