Letter inviting an employee to an appeal hearing following a disciplinary action
Add/delete information in brackets as appropriate

[add date]

Private and confidential

[add address]

Dear [add name]
I write to acknowledge your letter dated [add date], in which you have appealed against [your dismissal] or [the decision to [state action short of dismissal, for example demotion]] or [your redundancy] or [other] on [add date], which was confirmed to you in writing on [add date]. 

You are invited to attend a formal hearing on [add date] at [add time] at [add location] when your appeal will be heard by [add name].  [[add name] will also be present].

If the employee’s letter does not contain sufficient details of the grounds for his/her appeal, include

[You are required to provide details of the grounds for your appeal in writing in advance of the hearing.  I should therefore be grateful if you would provide me with written details of [state information required] by [add date]] 

You are entitled, if you wish, to be accompanied at the hearing by a work colleague or trade union representative.  Please advise me by [add date] if you wish to exercise this right.  If you have any queries regarding this process, please contact me on [add telephone number]. 

If there are documents that you consider relevant to the appeal, include

[I enclose copies of documents that we have consider relevant and to which you may wish to refer at the appeal hearing – we may refer to them ourselves.] If there are any [further] documents that you want considered at the appeal, please provide copies as soon as possible but no later than [3] days before the hearing date. This is to ensure that all the parties to the appeal have the opportunity to review the documents in advance.

The decision of this appeal hearing is final and there is no further right of appeal.
Please confirm that you have received this letter and that you will attend at the time and place stated above. If for any unavoidable reason you [or your companion] will be unable to attend [or you wish to suggest an alternative time or place] please contact me as soon as possible and no later than [5] days of receipt of this letter.
Yours sincerely

[add name]

[add title]  


