MODEL LETTER 2

Invite to Step 2 Meeting

Private & Confidential

[Name]

[Address]

[Date]

Dear

I am writing to invite you to attend a Step 2 meeting to discuss the grievance that you have raised on [date] with regards to [insert details of grievance].
The meeting will be held at [venue] on [date] at [time].  You are entitled to be accompanied by a Trade Union Representative or work colleague at this meeting.

(If appropriate)

I enclose with this letter details of the documentation that will be referred to at the step 2 meeting and a copy of the school’s Grievance Procedure.

You must take all reasonable steps to attend the Step 2 meeting. If you are unable to attend on the date and time specified, please contact me on the above number as soon as possible.

The meeting will be minuted and a letter will be issued notifying you of the decision taken.

I enclose a copy of the School Grievance Procedure for your information.

Please confirm with me by [date] that you are able to attend the above meeting.

Yours sincerely

Head Teacher/Chair of Governors [delete as appropriate]
Enc
Grievance Procedure
