
Template letter: disciplinary outcome - invitation to appeal hearing

Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Dear [name of employee]
Appeal hearing
Thank you for your letter dated [• DATE], which I received [• today].  
Your letter contains your grounds of appeal against the decision to [• confirm sanction imposed] following the disciplinary hearing on [• DATE]. 

I have arranged an appeal hearing to take place on [• DATE] at [• TIME] in [• LOCATION].  I will conduct the hearing [• and [• NAME] and [• NAME] will sit on the panel with me].  [• NAME] will be in attendance to take notes.  You are entitled to be accompanied to the hearing by a colleague or a trade union representative.  

You have previously been provided with a copy of the investigation report and supporting evidence.  [•I also enclose copies of further relevant documentation for use at the appeal.] If there are any additional documents you would like [•me OR the panel] to take into consideration at the appeal hearing, please send copies to [• DETAILS] by no later than [• TIME] on [• DATE].  If you are not in possession of the documentation you would like [•me OR the panel] to take into consideration, please confirm where they are stored by the time and date above.  
Please confirm by [•TIME] on [•DATE] that you will attend the appeal hearing at the time and place stated above.  If you [• or your companion] will be unavailable, please let me know so that alternative arrangements can be made.
I realise that this must be a difficult time for you and [• NAME] is available for you to talk with should you need support.

If you have any questions, please contact me as soon as possible.  Otherwise, I look forward to hearing from you by [•TIME] on [•DATE].
Yours sincerely,
[NAME]

[ROLE]

[NAME OF EMPLOYER]
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