[Company letterhead]
[Employee name]
[Address]
[Date]
Dear [First name],
Notice of disciplinary hearing
I am writing to invite you to a disciplinary hearing to consider an allegation about your [conduct / performance] at work.
The allegation is that [set out the allegation in one or two plain sentences, including the date or dates on which it is said to have happened].
The hearing will take place on [date] at [time] at [place]. It will be chaired by [name, job title], and [name, job title] will also attend to take notes.
I enclose the evidence I will be relying on: [list every document and witness statement by name]. Please read these before the hearing.
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.
At the hearing you will have the chance to respond to the allegation, to put forward your own evidence and to ask questions. I will then adjourn to consider everything before reaching a decision, which I will confirm to you in writing, together with your right of appeal.
I must tell you that if the allegation is upheld, one of the outcomes open to me is [a first written warning / a final written warning / dismissal. If the decision is dismissal, your employment with the Company would end].
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]
