[Company letterhead]
[Employee name]
[Address]
[Date]
Dear [First name],
Notice of disciplinary appeal hearing
Thank you for your letter of [date], in which you appealed against the decision to [issue you with a first written warning / issue you with a final written warning / dismiss you] on [date].
I understand your grounds of appeal to be: [set out the grounds they gave, in their words, numbered if there is more than one]. If I have misunderstood any of them, please tell me before the hearing.
The appeal hearing will take place on [date] at [time] at [place]. It will be heard by [name, job title], who was not involved in the original decision, and [name, job title] will attend to take notes.
I enclose [the notes of the disciplinary hearing, the outcome letter, and any further evidence gathered since]. If you intend to rely on anything that was not before the original hearing, please send it to me by [date] so that everyone has seen it beforehand.
You have the right to be accompanied at the hearing by a fellow worker, by a trade union representative, or by an official employed by a trade union. If you would like to bring someone, please tell me who they are beforehand. If your companion cannot make the date above, you may propose an alternative time within five working days of it and I will move the hearing.
The hearing will consider the grounds you have raised. [Where the original decision was a warning: the outcome may be to uphold the decision, to reduce it, or to overturn it.] [Where the original decision was dismissal: the outcome may be to uphold the dismissal, to substitute a lesser sanction, or to overturn it and reinstate you.]
I will confirm the outcome to you in writing. This is the final stage of the Company’s procedure and there is no further right of appeal.
If you are unable to attend on the date above, please tell me as soon as you can and I will try to rearrange it.
Yours sincerely,
[Name]
[Job title]
