[bookmark: _GoBack]THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO CONFIRM THE OUTCOME OF DISCIPLINARY APPEAL 




Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
OUTCOME OF APPEAL

You attended a disciplinary appeal hearing on [INSERT DATE], chaired by [INSERT NAME] and at which the notetaker was [INSERT NAME].  [[You were accompanied at the hearing by [INSERT NAME].] OR [You were reminded of your right to be accompanied at the hearing but you chose to proceed without a companion.]]

I confirm that, having considered the points raised at that hearing, [[I have decided to refuse your appeal and to uphold the decision reached at the disciplinary meeting on [INSERT DATE]. This means that:

· [INSERT DETAILS OF ORIGINAL DECISION – E.G. WRITTEN WARNING, SUMMARY DISMISSAL 
· EXPLAIN CONSEQUENCES OF THIS AND REASONS FOR DECISION. 
· EXPLAIN WHY YOU HAVE REACHED THE CONCLUSIONS WHICH YOU HAVE REACHED IN RELATION TO EACH APPEAL POINT.].] 

OR 

[I have decided to change the decision reached at the disciplinary meeting on [INSERT DATE]. On that basis, the disciplinary action outlined in the letter from [INSERT NAME] to you dated [INSERT DATE] will no longer be implemented].] Instead, I have decided that [INSERT DETAILS OF DISCIPLINARY ACTION SUBSTITUTED AND CONSEQUENCES OF THIS AND REASONS FOR DECISION]. 

This decision is final and you have no further right of appeal.

Yours sincerely 




[INSERT NAME]
[INSERT POSITION]



