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Sample Disciplinary Appeal Letter

[to go on headed paper]

Dear [name of Employee],

Invite to disciplinary appeal hearing

Thank you for your letter of [date]
  (the “Letter”) which has been passed to me as the manager that will investigate and hear your appeal.
 I am writing to request your attendance at an appeal hearing which I propose
 should be held on [date] 
 at [time] at [location]. 

The purpose of the appeal hearing is to hear your appeal against the decision taken under the Company’s disciplinary procedure and confirmed to you in writing on [date]. 
 

[The appeal hearing will be a full review of the original decision.]

or

[Unless you wish to raise any other points in the meantime, the hearing will be restricted to the grounds you raised in the Letter, namely

1. That [insert details of allegation and basis for appeal]].

I will... 
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�	Insert date of employee’s appeal letter.


�	   This individual should be impartial and wherever possible, should not have been involved in the case to date. In addition, they should have been appointed in accordance with the Company’s disciplinary procedure.


�	Using the word proposed suggests that the employee can have a say in the time, date and location.


�	    Check time scales in the company’s disciplinary procedure. In any event, the appeal should be heard without unreasonable delay.


�	Insert date of letter sent to employee stating outcome of hearing.


�	Delete as applicable. Where the hearing is restricted, the allegations in this letter should mirror the allegations in the employee’s appeal letter.
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