
Appeal outcome letter
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

[• Successful OR Unsuccessful appeal]
Thank you for attending the appeal meeting on [• DATE].  
The purpose of the meeting was to discuss your appeal against the decision to [•issue you with a [• first written warning OR final written warning] OR terminate your employment on notice on the grounds of your capability].  I chaired the meeting, and [• NAME] was in attendance to take notes.  You were accompanied to the meeting by [• NAME].  
Having now had the opportunity to consider all of the evidence and the representations made at the appeal meeting, I confirm my decision is to [•uphold OR revoke] the [•first written warning OR final written warning OR decision to terminate your employment] for the reasons set out below.  

[• Procedural matters]

[Note: if there are any procedural matters to be addressed, for example if there has been a departure from the capability procedure for any reason, summarise this here.  If possible, document the employee's agreement to or acceptance of any procedural changes.]
Deliberations
I set out your grounds of appeal, and my deliberations in respect of each one, below. 
[Note: you should set out each ground of appeal, and summarise the employee's representations, and your considerations, in respect of each one.]

· [• Appeal ground 1]

[• Deliberations]

· [• Appeal ground 2]

[• Deliberations]

· [• Appeal ground 3]

[• Deliberations]

This decision is final and you have no further right of appeal.  [•I therefore confirm your termination date remains [•date] and the arrangements for the termination of your employment, set out in the letter from [•name] dated [•date] continue to apply].  
[•I very much regret it has been necessary to terminate your employment, and I wish you the best for the future.] 
Yours sincerely
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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