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Employee Invitation to Appeal Hearing


Dear <name of employee>
Disciplinary Appeal Hearing

I refer to your appeal dated <date> against the outcome of your disciplinary hearing, which was held on<date>. You are appealing against the decision to issue you with a <insert formal oral or written or final written> warning taken by <name>, which was confirmed to you by letter dated<date>.

Arrangements have now been made to hear your appeal in accordance with the Highland Council’s disciplinary procedure, and you are invited to attend a disciplinary appeal hearing on<date>, at<time>, at <venue>.

I will be the chair of the hearing and the meeting will also be attended by<Name>, HR, and<name>, note taker.

You have the right to be represented at the hearing by a Trade Union representative or another representative of your choice. Please note that it is your responsibility to arrange for the attendance of your representative. I would be grateful if you could inform me prior to the hearing as to who will be representing you.

You may also call witnesses should you so wish. Please let me know the names of any witnesses you wish to call, at least 24 hours prior to the date of the hearing so that I may arrange, if they are employees, for their attendance at the hearing. Please note that I may be seeking an explanation, prior to the hearing, regarding the relevance of a witness’ attendance.

(include where applicable) I am intending to call <insert name> as a witness.

Please confirm your attendance at the appeal hearing as soon as possible.

If you have any queries regarding this letter please do not hesitate to contact me.
Yours sincerely

Designated Officer

cc.
<insert names>
Employee Outcome of Appeal Hearing Not Upheld


Dear <insert name>
Disciplinary Appeal Hearing
(take out if not applicable) I refer to your attendance at a disciplinary appeal hearing in<insert venue>, which was also attended by <insert name of employee's representative>, who accompanied you, <insert name>, designated officer at your disciplinary hearing on <insert date>, and <insert name>, HR. This letter confirms my decision following the appeal hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable)I refer to your attendance at a disciplinary appeal hearing in <insert venue>, which was also attended by <insert name>, designated officer at your disciplinary hearing on <insert date>, and <insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.
The purpose of the appeal hearing was to hear your appeal against the decision made by <insert name of designeated officer> to issue you with a <insert oral warning or written warning or final written warning> following your disciplinary hearing on <insert date>. 
You informed me that the grounds of your appeal are:
<insert details of grounds of appeal as confirmed by the employee through initial appeal and the hearing>
Having considered your appeal very carefully and taken into account your representations, I have decided to uphold the decision made by <insert name of designeated officer> and retain the <insert oral warning or written warning or final written warning> on your personnel file. This decision has been taken because <give reasons why appeal has not been upheld>.

(take out if not applicable) I have further recommended that (insert details of recommendations that have been made to management).

(take out if not applicable)The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable)The (Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable)The Scottish Social Services Council (SSSC) will be informed accordingly.
Please note that this concludes the internal appeal process available to you under the Highland Council’s Disciplinary Procedure.
Yours sincerely

<insert name>
<insert job title>
cc.
<insert names>
Employee Outcome of Appeal Hearing Partially Upheld


Dear <insert name>
Disciplinary Appeal Hearing

(take out if not applicable) I refer to your attendance at a disciplinary appeal hearing in <insert venue>, which was also attended by <insert name of employee's representative>, who accompanied you, <insert name>, designated officer at your disciplinary hearing on <insert date>, and <insert name>, HR. This letter confirms my decision following the appeal hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable) I refer to your attendance at a disciplinary appeal hearing in <insert venue>, which was also attended by <insert name>, designated officer at your disciplinary hearing on <insert date>, and <insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.

The purpose of the appeal hearing was to hear your appeal against the decision made by <insert name of designated officer> to issue you with a <insert oral warning or written warning or final written warning> following your disciplinary hearing on <insert date>. 

You informed me that the grounds of your appeal are:

<insert details of grounds of appeal as confirmed by the employee through initial appeal and the hearing>
Having considered your appeal very carefully and taken into account your representations, I have decided to partially allow your appeal. As a result I have decided to reduce the sanction of <insert original sanction> to <insert oral warning or written warning>. The warning will be retained on your personnel file until <insert last day of warning being live>. This decision has been taken because <give reasons why appeal has been partially allowed and confirm which parts have not been upheld>.

(take out if not applicable)I have further recommended that (insert details of recommendations that have been made to management).

(take out if not applicable)The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable)The (Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable)The Scottish Social Services Council (SSSC) will be informed accordingly.
Please note that this concludes the internal appeal process available to you under the Highland Council’s Disciplinary Procedure.
Yours sincerely

<insert name>
<insert job title>
cc.
<insert names>
Employee Outcome of Appeal Hearing Upheld


Dear <insert name>
Disciplinary Appeal Hearing

(take out if not applicable) I refer to your attendance at a disciplinary appeal hearing in <insert venue>, which was also attended by <insert name of employee's representative>, who accompanied you, <insert name>, designated officer at your disciplinary hearing on (insert date), and <insert name>, HR. This letter confirms my decision following the appeal hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable) I refer to your attendance at a disciplinary appeal hearing in <insert venue>, which was also attended by <insert name>, designated officer at your disciplinary hearing on <insert date>, and <insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.
The purpose of the appeal hearing was to hear your appeal against the decision made by <insert name of designated officer> to issue you with a <insert oral warning or written warning or final written warning> following your disciplinary hearing on <insert date>. 
You informed me that the grounds of your appeal are:
<insert details of grounds of appeal as confirmed by the employee through initial appeal and the hearing>
Having considered your appeal very carefully and taken into account your representations, I have decided to allow your appeal and remove all records of the disciplinary hearing and <insert oral warning or written warning or final written warning> from your personnel record. This decision has been taken because <give reasons why appeal has been allowed>.
(take out if not applicable) I have further recommended that <insert details of recommendations that have been made to management>.

(take out if not applicable) The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable) The (Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable) The Scottish Social Services Council (SSSC) will be informed accordingly.
Please note that this concludes the internal appeal process available to you under the Highland Council’s Disciplinary Procedure.
Yours sincerely

<insert name>
<insert job title>
cc.
<insert names>
Disciplinary Guidance: This model letter should be used by the designated officer to invite the employee to an appeal hearing. 








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that the outcome of the appeal hearing was not upheld








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that the outcome of the appeal hearing was partially upheld








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee of an appeal hearing was upheld
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