
Template letter: appeal outcome
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Dear [name of employee]

Outcome of appeal

Thank you for attending the appeal hearing on [• DATE].  The purpose of the hearing was to consider your appeal against the decision to [•INSERT DETAILS OF SANCTION IMPOSED] following a disciplinary hearing on [•DATE].  

You were accompanied to the hearing by [•NAME].  I [• conducted OR chaired] the hearing [•and [•NAMES] completed the panel].  [•NAME] was in attendance to take notes. 
Having now had the opportunity to consider the representations made at the hearing, as well as the available evidence, I confirm [•my OR the appeal panel's] decision is to [• INSERT APPEAL OUTCOME].  I set out the basis for this decision below and I enclose a note of the appeal hearing for your records.  

Deliberations
Your grounds of appeal were set out in your letter dated [•DATE], which I received on [•DATE].  At the appeal hearing we considered each of your grounds of appeal in turn.  I summarise below [•my OR the appeal panel's] deliberations on each of your grounds of appeal.  

1 [• insert appeal ground 1]

[• summarise representations and deliberations.  Confirm whether the appeal ground is upheld.]
2 [• insert appeal ground 2]

[• summarise representations and deliberations.  Confirm whether the appeal ground is upheld.]
3 [• insert appeal ground 3]

[• summarise representations and deliberations.  Confirm whether the appeal ground is upheld.]
Taking into account the findings set out above, [•I OR the panel] considered what would be an appropriate appeal outcome, and namely whether the decision to [• CONFIRM SANCTION IMPOSED] should be upheld.  Taking particular account of [• INSERT KEY FACTORS], [•I OR we] have decided that [• INSERT DETAILS].  [• Include the following if you are upholding a decision to dismiss: The arrangements relating to the termination of your employment, which were set out in the letter from [•NAME] dated [•DATE], will continue to stand.] OR [• Include the following if the appeal is successful and a decision to dismiss will be overturned: The arrangements relating to the termination of your employment will no longer apply. You will be reinstated to your role with immediate effect and will receive backpay in relation to the period from your date of termination to your reinstatement. [• If dismissal is substituted with a written warning/ final written warning: The sanction of dismissal will be substituted with a [final] written warning. This warning shall be placed permanently on your personnel file but shall be disregarded for disciplinary purposes after [• NUMBER] months, provided there is no further misconduct within that time.]

I confirm our internal disciplinary process is now complete and there is no further right of appeal against this decision.  
Yours sincerely
[NAME]

[On behalf of the Appeal Panel]

[NAME OF EMPLOYER]
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