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TO:	(Name), Grievant


	(Name), Respondent





FROM:	(Name), Grievance Coordinator





DATE:	





SUBJECT:	Grievance Hearing





A grievance hearing has been scheduled to address the grievance filed by (name of grievant) on (date) regarding the issue of (cite issue; e.g., the written reprimand dated ______).  (Name of hearing officer), Certified Grievance Hearing Officer, will preside at the hearing which will be convened as follows:





	Day:


	Date:


	Time:


	Location:





Protocol for a grievance hearing requires that the parties exchange information regarding witnesses and documents prior to the hearing.  Therefore, this office will coordinate the exchange of that information.  This office must also provide the hearing officer with the entire grievance file prior to the hearing.  Therefore, please submit to this office by (date) the following items so that we may transmit them to the appropriate parties prior to the hearing.





	1.	The name of your representative, if any.





	2.	Exhibit List, which includes a list of all documents you plan to submit as evidence during the hearing.





	3.	Witness List, which includes a list of all potential witnesses you plan to call and a statement as to what they have to say about the grievance issue.





The hearing officer has the authority to determine relevancy of all documents/exhibits and testimony as well as limit the number of witnesses.





A copy of Preparing for a Grievance Hearing is enclosed.  Please read this document carefully.  It provides you with essential information about how the grievance hearing will be conducted and will assist you in preparing to present your case to the hearing officer.  If you have any questions, please feel free to contact (me/or name of appropriate person) at (telephone number and fax number).
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