Employee Grievance Policy Clarification

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Clarification of Employee Grievance Policy
Dear [Employee's Name],

Thank you for reaching out regarding the employee grievance policy. | would like to take this
opportunity to clarify the key points of this policy to ensure you are fully informed.

The employee grievance policy is designed to address any concerns you may have regarding
workplace issues, including but not limited to discrimination, harassment, and conflicts with
coworkers or management. Below are some important aspects of the policy:

o Employees are encouraged to report grievances as soon as they arise.

e Grievances can be submitted verbally or in writing to your supervisor or the HR
department.

o All complaints will be handled confidentially and without fear of retaliation.

« Athorough investigation will be conducted for every grievance reported.

o Employees will receive feedback regarding the outcome of their grievance.

If you have any further questions or require additional clarification, please do not hesitate to
reach out to me directly.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



