[Company Logo]   [Company Name]
NOTICE OF GRIEVANCE HEARING
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Hearing of your grievance (Case No. [Reference Number])
Dear [Employee Name],
Further to your grievance dated [Date] concerning [brief description], you are invited to a hearing to discuss the matter in detail. The details are:
	Particular
	Details

	Date
	[DD/MM/YYYY]

	Time
	[Time]

	Venue / Link
	[Meeting Room, Address or Video Link]

	Panel
	[Name, Designation]; [Name, Designation]

	Note-taker
	[HR Name]



At the hearing you will have the opportunity to explain your grievance, present supporting documents and suggest the resolution you are seeking. Please bring:
1. Any documents, emails or records that support your grievance
1. Names of any witnesses you would like the panel to speak to
1. Any reasonable adjustment you need (for example, an interpreter)
You may be accompanied by a fellow employee of your choice, as permitted by the Grievance Redressal Policy. Please inform us of their name by [Date]. If you have any concern about a panel member's impartiality, please tell HR before the hearing.
If you are unable to attend, please contact [HR Name] at [Email / Phone] before [Date] so that an alternative date can be arranged. The hearing and its record will be kept confidential, and you will not be treated unfavourably for pursuing this grievance.
Yours sincerely,

	______________________________
For [Company Name]
[HR Name]
Human Resources
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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