MODEL LETTER 1

Acknowledgement Letter
Private & Confidential

[Name]

[Address]

[Date]

Dear 

RE: Grievance

I am writing to confirm that we are in receipt of the formal grievance form dated [date] which was registering a complaint under the School’s Grievance Procedure.

We have logged your grievance and you will be contacted in due course with regards to a response.

Yours sincerely

Head Teacher/Chair of Governors [delete as appropriate]
