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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
	Appeal Outcome - [Disciplinary / Capability / Grievance] Hearing



Dear [Employee First Name],
▪ Outcome of Your Appeal
I am writing to confirm the outcome of your appeal hearing held on [Date]. You were accompanied at the hearing by [Companion Name and Role / 'no companion']. The appeal was conducted by myself, [Appeals Manager Name], who had no prior involvement in the original investigation or hearing. This matter should continue to be treated confidentially by all parties.
▪ Original Decision
	Original hearing date
	[Date]

	Hearing chaired by
	[Original Hearing Manager Name]

	Original decision
	[State the original decision e.g. Final Written Warning / Dismissal / Grievance not upheld]

	Your appeal submission received
	[Date]


▪ Grounds for Appeal Considered
Your appeal was based on the following grounds, each of which has been carefully considered:
Ground 1:  [Restate ground 1 as submitted]
Ground 2:  [Restate ground 2 if applicable]
Ground 3:  [Restate ground 3 if applicable]
▪ Review of the Process and Evidence
In considering your appeal, I have reviewed the following:
-  The original investigation report and all supporting evidence
-  The notes and record of the original hearing
-  The outcome letter dated [Date]
-  Your written appeal submission
-  Your representations at the appeal hearing on [Date]
-  [Any new evidence submitted - specify, or state 'No new evidence was submitted']
Any reasonable adjustments identified during the appeal process were considered and implemented where appropriate.
The purpose of the appeal was to review the grounds submitted and assess whether the original decision and process were reasonable in the circumstances.
▪ Assessment of Each Ground for Appeal
The appeal hearing was conducted within the scope of the grounds submitted in your appeal.
▪ Ground 1 - [State ground]
▪ Assessment and findings in respect of this ground:
▪ Ground 2 - [State ground, or delete if not applicable]
▪ Assessment and findings in respect of this ground:
▪ Ground 3 - [State ground, or delete if not applicable]
▪ Assessment and findings in respect of this ground:

The assessment of each ground should be clear, evidence-based and explained in sufficient detail for the employee to understand why their appeal has succeeded or failed on that point. Vague outcomes undermine the integrity of the process and may make it harder to defend decisions if challenged externally.
▪ The Appeal Outcome
Having considered all of the above, my decision is as follows:
	SELECT ONE
	DECISION
	EFFECT

	☐
	Appeal Upheld
	The original decision is overturned in its entirety. The original sanction or finding is removed from your record with immediate effect.

	☐
	Appeal Partially Upheld
	The original decision is modified as described below. [Specify - e.g. sanction reduced from final written warning to written warning / dismissal converted to final written warning].

	☐
	Appeal Not Upheld
	The appeal is not upheld. The original sanction or finding therefore remains in place.


Where the appeal is partially upheld, the revised outcome supersedes the original decision.
▪ Reasons for the Decision
My decision is based on the following assessment and reasoning. I have applied the civil standard of proof throughout - the balance of probabilities - in assessing the evidence and the conduct of the original process. Any new evidence submitted was considered alongside the original evidence available at the initial hearing.
▪ Full reasons for the appeal outcome:
▪ Effect on Your Employment Record
[Select and complete the appropriate paragraph:]
If appeal upheld in full: All records of the original [warning / decision] have been removed from your personnel file. This decision will not be taken into account in any future proceedings.
If appeal upheld in part: The original [sanction] has been modified to [new sanction]. This will remain on your personnel file for [duration], after which it will be disregarded for disciplinary purposes.
If appeal dismissed: The original [sanction] remains in place and will be recorded on your personnel file for [duration] as set out in the original outcome letter.
▪ Finality of This Decision
This concludes the organisation’s internal appeal process. In reaching this decision, consideration was given to evidence supporting and contradicting the original findings. There is no further right of internal appeal. If you believe that the organisation has failed to follow a fair procedure or that your statutory rights have been breached, you may wish to seek independent legal advice regarding your options, which may include making a claim to an Employment Tribunal.
[If the employee is being dismissed or their dismissal is being confirmed:] You have been dismissed with effect from [Date]. Details of your final pay and entitlements will be confirmed separately by HR.
We recognise that this process has been a difficult experience and we appreciate your engagement with the appeals process. If you have any questions about this letter or the matters it covers, please contact [HR contact] directly.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	


▪ Employee Acknowledgement of Receipt
I confirm receipt of this letter and acknowledge that the appeal outcome has been explained to me.
	Employee Signature
	

	
Print Name
	

	
Date
	



Note: Signing acknowledges receipt only - it does not constitute agreement with the decision.
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