MODEL LETTER 3


Step 2 Outcome Letter
Private & Confidential

[Name]

[Address]

[Date]

Dear

I refer to the Step 2 grievance meeting that was held on [date] at [time] at [venue] to discuss the grievance that you raised in your letter dated [date].
In response to your grievance, I have decided that [insert decision and reasons for the decision].

If you are not satisfied with my decision, you have the right of appeal against the decision under Step 3 of the Grievance Procedure.  If you wish to appeal, you should lodge your appeal, in writing on a grievance appeal form (Grv2), to me, within 10 working days of receipt of this letter.  The appeal will then be heard by a panel of governors.

Yours sincerely

Head Teacher/Chair of Governors [delete as appropriate]
cc
HR Advisor



[TU Rep]


[Appeal Officer]

