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[Name]
[Address]
[Date]

Dear
Re: Grievance Procedure – Stage 2 Appeal Invitation – Formal Process
I acknowledge receipt of your Formal Grievance Appeal Form and write to invite you to attend a formal Stage 2 appeal meeting, details as follows:
Date:
Time:
Venue:
The appeal will be heard by the Employee Grievance Committee comprising of three School Governors: [insert names of Governors], and will be supported by [name of HR Support]. The management case will be presented by [name of manager / headteacher / investigating officer].
You have the right to be accompanied by a trade union representative or work colleague.
On arrival please report to [insert instructions].
Also in attendance at the meeting will be:
·  [Name of HR Officer]
· [Name of Investigating Officer where appropriate]
· [Name of note taker]
The following witness(s) may be called to give evidence: (if any)
· [Insert names]
	You will need to prepare for your grievance appeal and arrange for:
· your representative to attend the meeting if you choose to be accompanied. Please ensure that you have checked with their manager that they have been given permission to attend.
· any documents to be in my office by [date].
Please confirm your attendance in writing at this Stage 2 appeal meeting, including details of your representative or work colleague. 
The procedure to be followed will be that contained in the School’s Grievance Policy, a copy of which has already been given to you. 
Throughout the course of the grievance procedure, it is expected that all parties will maintain strict confidentiality and only discuss the case with those directly involved or their work colleague or trade union representative.
	Please find enclosed the Stage 1 documents to be considered at the meeting.
Yours sincerely


Hearing Officer
Name and Designation

Copy to: 	Headteacher / Manager / Chair of Governors
	HR
	Chair and members of the Employee Grievance Committee

Enc.	Bundle documents
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