THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO INVITE HIM OR HER TO A DISCIPLINARY HEARING





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


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
DISCIPLINARY HEARING: [INSERT DATE]

I confirm that you are required to attend a disciplinary hearing on [INSERT DATE] at [INSERT TIME] at [INSERT LOCATION].  

The allegation[s] against you [is/are] [INSERT DETAILS OF NATURE OF EACH ALLEGATION - WHO/WHAT/WHEN]. 

I have enclosed copies of the following documents which will be referred to at the hearing:- [LIST DOCUMENTS & ENCLOSE COPIES].

The hearing will be conducted by [INSERT NAME] and [INSERT NAME AND POSITION] will attend as note taker.

If you wish to call any relevant witnesses to the hearing please let us have their names as soon as possible and no later than [DATE]. If there are any further documents you wish to be considered at the hearing, please provide copies as soon as possible.

You may be accompanied at the meeting by either a work colleague or a certified Trade Union representative.  Please confirm the name of any proposed companion at least 48 hours before the hearing. 

You should be aware that a potential outcome of the hearing could be [up to and including VERBAL WARNING/WRITTEN WARNING//FINAL WRITTEN WARNING/DISMISSAL WITH NOTICE/SUMMARY DISMISSAL].

Please advise me immediately that you will attend the disciplinary hearing.  If for any unavoidable reason you or your companion cannot attend at that time please contact me as soon as possible.  [Your suspension on full pay will continue pending the outcome of the disciplinary hearing.]

Please do not hesitate to contact me if you have any questions in relation to the terms of this letter.

Yours sincerely




[INSERT NAME] 
[INSERT POSITION]

