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Sample Disciplinary Hearing Letter

[to go on headed paper]

Dear [name of Employee],

Invite to disciplinary hearing

I write to ask that you attend a disciplinary hearing which will be conducted in accordance with the Company’s disciplinary procedure, 
 a copy of which I have enclosed for your reference. I propose
 that the hearing should be held on [date] 
 at [time] at [location]. 

[The decision taken to suspend you has been reviewed and you [may return to work on [date]] or [you will remain suspended until the date of the hearing].
 

The purpose of the hearing is to give you an opportunity to set out your case and respond to the following allegations: 
 

1. That [insert details of allegation].

I should be clear that the Company regards the above allegations as being very serious and therefore you should come to the hearing fully prepared to discuss them. If the allegations are upheld and you are found to be guilty of misconduct or gross misconduct, we may issue you with a first or final written warning, or dismiss you with or without pay in lieu of notice,
 in accordance with the Company’s disciplinary procedure...

THIS DOCUMENT CONTAINS THE FIRST SECTION OF OUR DISCIPLINARY HEARING INVITATION LETTER TEMPLATE. THE COMPLETE  TEMPLATE CAN BE PURCHASED ON THE EMPLOYMENT LAW CONTRACTS WEBSITE: DISCIPLINARY HEARING INVITATION LETTER
�	As part of the written statement of main terms and conditions of employment required by law, employees must be given or referred to the disciplinary rules and procedures for disciplinary decisions and appeals.


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


�	The meeting should be held without unreasonable delay but allowing the employee sufficient time to prepare their case.


�	Delete as applicable. An employee should only be suspended for as brief a period as possible and it should be made clear to the employee that the suspension is not considered a disciplinary action.


�	An employee should know the case against them. A failure to inform is likely to make any subsequent dismissal unfair.


�	It is important to clearly set out each allegation against the employee in detail and the policy/procedures that have been breached as a result of the alleged misconduct.


�	The letter should contain sufficient information about the possible consequences of the alleged misconduct which in turn should tie up with the Company’s disciplinary procedure.
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