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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Hearing Manager Name and Job Title]

	Re
	Invitation to a Formal Disciplinary Hearing


Dear [Employee First Name],
▪ Purpose of this Letter
Following the conclusion of the disciplinary investigation conducted by [Investigating Manager Name], I am writing to inform you that there is a case to answer in relation to the following allegation(s) of misconduct and/or gross misconduct and to invite you to attend a formal disciplinary hearing. No decision has been made regarding the outcome of the matter at this stage.  If you require any reasonable adjustments to participate fully in the hearing, please let us know as soon as possible.
▪ The Allegation(s)
The allegation(s) to be considered at the disciplinary hearing are as follows:
-  [Clearly and specifically describe the first allegation, with dates and details as established during the investigation]
-  [Clearly and specifically describe the second allegation if applicable]
-  [Add further allegations as required]
▪ Potential Outcome
Please be aware that if the allegation(s) are upheld following the hearing, the outcome could result in a disciplinary sanction. The full range of sanctions available includes:
-  A first written warning
-  A final written warning
-  Dismissal with notice
-  Dismissal without notice (in cases of gross misconduct)
Any outcome will be determined based on the evidence presented and all relevant circumstances.
▪ Hearing Details
	Date of Hearing
	[Date]

	Time
	[Time]

	Location / Platform
	[Location / Insert location, MS Teams or other platform as appropriate  The hearing may be conducted remotely where appropriate]

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

	Hearing to be chaired by
	[Hearing 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 hearing by a work colleague or a trade union representative of your choice. Please notify us in advance if you wish to exercise this right so that we can make the necessary arrangements. Your companion may make representations and confer with you during the hearing but may not answer questions on your behalf or address the hearing in a way that prevents the hearing manager from explaining or seeking responses to the matters at hand.
▪ Evidence and Documentation
The following documents are enclosed with this letter for your review in advance of the hearing:
-  [e.g. Disciplinary Investigation Report dated ________________]
-  [e.g. Witness statement(s) — redacted where necessary to protect the identity of witnesses]
-  [e.g. Supporting documentary evidence — emails, records, reports etc.]
You are entitled to produce evidence of your own and to call witnesses in support of your case. Any witness requests should be relevant and reasonable.  If you wish to call witnesses or submit additional evidence, please notify [Hearing Manager Name / HR contact] at least [e.g. two] working days before the hearing.
A note taker may be present during the hearing.
▪ Your Right of Appeal / Confidentiality /Employee Support
If a disciplinary sanction is imposed following the hearing, you will have the right to appeal against that decision. Details of the appeals process will be provided in writing in the outcome letter.
All parties are expected to maintain appropriate confidentiality throughout the disciplinary process.
If you have any questions about the process or require support, please contact [HR contact].
If you are unable to attend on the date and time proposed, please contact [Hearing Manager Name / HR contact] as soon as possible so that we can agree an alternative date. We would ask that any alternative date is within five working days of the original date. If you fail to attend without reasonable explanation, the organisation may decide to proceed in your absence based on the available evidence.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	



Enclosures: [List enclosed documents including any witness evidence relied upon]
cc: Personnel File  |  HR  |  Companion (if applicable)
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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