[TO BE TYPED ON LETTERHEADED NOTEPAPER]
[EMPLOYEE’S NAME]
[ADDRESS]
[DATE]
By [email] [registered post] [hand]

Dear [employee’s name]

Appeal meeting – [date] at [time] at [place]
I acknowledge receipt of your letter dated [date] appealing the decision to [insert details of the decision to be appealed e.g. issue you with a written warning for poor performance]. 

Please attend an appeal meeting at [place] on [date] at [time]. The appeal meeting will be conducted by [me/ name]. 

[The meeting will be held in accordance with our capability procedure, a copy of which [is attached/can be found in the Employee Handbook]]. 
I will be accompanied by [name] who will take notes at the meeting but will not take part in the decision making process.
The purpose of the appeal meeting is to consider the grounds of your appeal [and to re-consider the decision
 made]. I understand your grounds of appeal are as follows:

1. [insert details of all grounds of appeal as set out by the employee];

2. [insert details of all grounds of appeal as set out by the employee].

If you consider that I have misunderstood your grounds for appeal or you would like to add to them, please let me know immediately. Failure to notify me of a ground for appeal prior to the meeting may mean that you are not permitted to raise that ground at the meeting[, unless I have decided to deal with your appeal as a full rehearing of all of the issues
].

You are entitled to bring a fellow employee or a trade union representative to the meeting. If you wish to bring a companion, please let me know their name as soon as possible and no later than three working days before the meeting so I can make arrangements where that companion is a colleague of yours. If I think the person you choose is not appropriate to be your companion, I will ask you to choose someone else. Please note your companion will not be permitted to answer questions on your behalf.

If there are any documents you would like me to consider at the meeting, please let me have them at least three working days before the meeting.

Please note that the decision following the appeal meeting will be final and there will be no further right of appeal. 

Please let me know if you have any questions.

Yours sincerely

[Name]

[Position]

For and on behalf of [organisation]

� You should take advice from Halborns as to whether the grounds for appeal require a full rehearing.


� You should take advice from Halborns as to whether the grounds for appeal require a full rehearing.





