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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Disciplinary Appeal – (Day/Date)
I am writing to confirm the outcome of the Review of the Disciplinary sanction/Disciplinary appeal (delete as appropriate) held at (location and address) on (day / date). Prior to the Review/Re-Hearing (delete as appropriate) you were informed that you were entitled to be accompanied at the hearing by a Trade Union representative or work colleague. You declined to be accompanied / you were accompanied by (name /job/title). I chaired the meeting and was supported by (name / job / title).   Name HR Manager / Officer attended as adviser to the Panel.  Name / job title attended as notetaker.

The Review of the Disciplinary sanction/Disciplinary appeal (delete as appropriate) had been arranged to consider your appeal against a …. (insert sanction) issued on date in respect of the following allegations:
Insert allegations

Option 1

The review of the sanction was carried out in accordance with the disciplinary procedure.

Summarise the main points presented.

The management representatives and the committee asked questions.

Option 2

This appeal constituted a full rehearing of the case and was carried out in accordance with the Disciplinary Procedure.   Name / job title presented the management case. The following witnesses were called / no witnesses were called.

Summarise the main points presented.

You and your representative were given the opportunity to ask questions of the management case and the witnesses.
You and your representative then stated your case and called witnesses (name / job title) / I note that you did not wish to call any witnesses.

(Summarise the main points presented)

The management representatives and the panel asked questions.

Findings

I / The Committee considered all the submissions made and the evidence presented very carefully and found on the balance of probability as follows:

List each allegation in turn with the finding for that particular allegation and the reason for the findings.

all

Consideration

In coming to a conclusion regarding the appropriate action I / The Committee took account of 

(Detail any mitigating factors)
I / the Committee also considered the options available within the Disciplinary procedure.

Decision

I / The Committee decided that:

The sanction will be upheld  / reduced to a (insert outcome).  This warning will remain live on your personnel file for a period of (insert) in conjunction with the Disciplinary Procedure. 

I must advise you that any further misconduct of this type or any other type may result in your dismissal.

or

There is no case to answer and you are exonerated. 

The decision of this appeal hearing is final and there is no further right of appeal.
Records of this matter will be kept confidential and retained on your personnel file in accordance with the Disciplinary Procedure and the Data Protection Act.
Yours sincerely 

(Signature)
Name Surname
Job title
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