
Invitation to appeal meeting

Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Invitation to appeal meeting
I have received your letter dated [• DATE], which sets out your grounds of appeal against the decision to [• issue you with a [• written warning OR final written warning] OR dismiss you on notice on the grounds of capability].
I have been asked to consider your appeal.  I would therefore like to invite you to attend an appeal meeting on [• DATE] at [• TIME] in [• LOCATION] in order to discuss your grounds for appeal in more detail.  I will chair the  meeting and [• NAME] will be in attendance to take notes.  You are entitled to be accompanied to the meeting by a colleague or trade union representative.  If you wish to be accompanied, please let me know the name of your companion by [• TIME] on [• DATE].  
In accordance with the organisation's capability procedure, the appeal will be conducted by way of a [• review of the original decision OR rehearing].  As such, [• set out details of the evidence/representations that will be considered by the appeal hearing].  You will be given the opportunity to explain your grounds of appeal in full at the meeting.  

Following the meeting I will take time to consider my decision.  I will then confirm the appeal outcome to you.  My decision following the appeal will be final and there will be no further right of appeal.  

Please confirm your availability to attend the meeting at the date and time above by [• TIMER] on [•date].  If you cannot attend, please let me know as soon as possible so alternative arrangements can be made. 

If you would like to discuss this further, or if you have any questions, please contact me.
Yours sincerely
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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