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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Appeals Manager Name and Job Title]

	Re
	Invitation to an Appeal Hearing


Dear [Employee First Name],
▪ Invitation to an Appeal Hearing
I am writing to acknowledge receipt of your appeal against the decision made following the [disciplinary / capability / grievance] hearing held on [Date of Original Hearing]. Your appeal was received on [Date]. I am writing to invite you to attend a formal appeal hearing to consider your appeal. All parties are expected to maintain appropriate confidentiality regarding the appeal process.
▪ The Original Decision
	Original hearing date
	[Date]

	Original hearing chaired by
	[Name]

	Decision communicated
	[Date of outcome letter]

	Decision
	[State the decision clearly — e.g. written warning issued / final written warning / dismissal / grievance not upheld]


▪ Grounds for Appeal
You have stated the following grounds for your appeal:
1.  [Summarise the first stated ground for appeal as set out in the employee's appeal submission]
SECTION 01
[Summarise the second stated ground for appeal, if applicable]

SECTION 02
[Add further grounds as stated]

If we have not accurately captured your grounds for appeal, please advise the appeals manager at the earliest opportunity so that the hearing can be properly focused.
▪ Purpose and Scope of the Appeal Hearing
The purpose of the appeal hearing is to review the original decision in light of the grounds stated in your appeal. The appeal hearing will primarily focus on the grounds raised in your appeal rather than rehearing the entire matter unless considered necessary. The appeals manager will determine whether witness attendance is necessary and proportionate.


It will consider:
-  Whether the original process was conducted fairly and in accordance with the applicable procedure
-  Whether the evidence was properly considered and whether the findings were reasonable
-  Whether the sanction or outcome was proportionate in the circumstances
-  Whether there is any new information or evidence that was not available at the time of the original hearing and which may have a material bearing on the decision

The appeal will be conducted by a manager who was not involved in the original investigation or hearing. The appeals manager will approach the appeal with an open mind and will consider all submissions before reaching their decision.
▪ Appeal Hearing Details
	Date
	[Date]

	Time
	[Time]

	Location / Platform
	[Location / MS Teams]

	Duration (approx.)
	[e.g. 1-2 hours]

	Hearing chaired by (Appeals Manager)
	[Name and Job Title]

	Also in attendance
	[e.g. HR Representative / Note Taker]


▪ Your Right to be Accompanied
You have the statutory right to be accompanied at this appeal hearing by a work colleague or trade union representative of your choice. Please advise [HR contact] in advance if you wish to exercise this right so that appropriate arrangements can be made.
▪ Documents and Evidence
The appeals manager will review the following documents in preparation for the hearing:
-  [The original investigation report and/or evidence pack]
-  [The record/notes of the original hearing]
-  [The original outcome letter]
-  [Your appeal submission]
-  [Any other relevant documents — specify]
If you wish to submit any new evidence not previously considered — for example, a document or witness account that was not available at the time of the original hearing — please provide it to [HR contact] at least [e.g. two] working days before the appeal date. New evidence that could reasonably have been submitted at the original hearing may be given limited weight.
▪ Possible Outcomes of the Appeal
Following the appeal hearing, the appeals manager may:
-  Uphold the appeal in full — the original decision is overturned
-  Uphold the appeal in part — the original decision is modified (for example, a reduction in sanction)
-  Dismiss the appeal — the original decision is confirmed
The outcome of the appeal hearing will normally be confirmed to you in writing following the conclusion of the hearing.  The decision of the appeal hearing represents the organisation’s final internal stage of the process. There is no further right of internal appeal.
If you are unable to attend on the proposed date, please contact [HR contact] as soon as possible. The organisation will make reasonable efforts to accommodate rescheduling, but unreasonable failure to attend a properly convened appeal hearing may result in the appeal being considered on the basis of written submissions only.

Yours sincerely,


	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
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