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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Disciplinary Appeal Hearing

I refer to your letter dated XXX in which you wish to appeal against the outcome of the Disciplinary Meeting held on (date). You have indicated that

Option 1

you are appealing against the finding that you committed the alleged act(s) and that the reason for your appeal is (confirm reason).  Your appeal will therefore be heard as a re-hearing of the case in full.

Option 2

you are appealing against the level of disciplinary sanction imposed and that the reason for your appeal is (confirm reason).  Your appeal will therefore be heard as a review of the sanction and not a full re-hearing of the case.

Your appeal will take place on Date, time and will be held in the Location.  I will chair the meeting/the Appeals Committee of the Governing Body will conduct the meeting and will be accompanied by XXX.   A note taker will also be present at the meeting. (Name) will be presenting the management/school case.  You are entitled to be accompanied by a Trade Union representative or work colleague.
You are required to produce a written statement of case, together with supporting documents.  This should be submitted not less than 5 working days in advance of the appeal.  These may include copies of witness statements which you will rely on.   Please include the names and status of any witnesses you intend to call within your statement.  
I have been advised that the following management witnesses have been requested to attend the appeal hearing to give evidence:

· Name of witnesses and job titles
If you or your representative have any questions about the appeal or if you require any reasonable adjustments in order to attend and take part in the meeting, please let me know.
The decision of this appeal hearing is final and there is no further right of review.
Yours sincerely 

(Signature)
Name Surname
Job title
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