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Grievance appeal letter
[Date]
Dear [appeal contact],
I am writing to appeal against the outcome of my grievance, which was communicated to me on [date].
My grounds of appeal are [set out each reason clearly].
[Explain any concern about the process or findings, or identify new evidence and why it matters.]
I ask that you reconsider [specify the findings or outcome challenged]. The resolution I am seeking is [details].
Please confirm the arrangements for the appeal meeting. I would like to be accompanied by [name and role, if known].
[Optional: Please consider [adjustments or support needed for the appeal].]
Yours sincerely,
[Your name]
[Job title or department]
[Contact details]


Using this template
Explain why you are challenging a grievance outcome and what should be reconsidered.
Before you send
Complete every bracketed field, choose the applicable options and remove unused text. Check the facts, policy and current guidance. Remove this guidance page from the recipient’s copy. Keep the source acknowledgement when sharing the template.
1. Check the outcome letter and policy for the appeal route and timescale. Explain promptly if you need more time.
2. Connect each ground to the decision, process or evidence rather than simply repeating the original grievance.
3. An internal appeal does not itself stop a tribunal time limit. Use current official guidance for any external claim.
Source and adaptation
Original Acas template  |  Source updated 2025-02-06
Relevant Acas guidance  |  Checked 26 September 2026
Separated grounds, supporting explanation and requested resolution; added contact and adjustment prompts.
Contains public sector information licensed under the Open Government Licence v3.0. Acas source material is Crown copyright. ADM HR branding and editorial additions are independent; Acas has not endorsed this version.
Scope and further reading
For use as a starting point in Great Britain. Check Northern Ireland requirements separately. This editable letter supports a process; it does not establish that a decision is fair or legally compliant. Obtain suitable advice for the circumstances where needed.
Read the related ADM HR guide
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