THIS LETTER SHOULD BE SENT WHEN A DISCIPLINARY HEARING/APPEAL HEARING HAS BEEN ADJOURNED AND YOU ARE INVITING AN EMPLOYEE TO A RECONVENED DISCIPLINARY HEARING/APPEAL





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


[INSERT DATE]


Dear [NAME]

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

It was agreed at the [appeal] hearing on [INSERT DATE] that there should be an adjournment.  

The reason for the adjournment is [STATE REASON FOR ADJOURNMENT].

I have arranged for the reconvened [appeal] hearing to take place on [INSERT DATE] at [INSERT TIME] at [INSERT LOCATION].  Please contact [INSERT NAME] as soon as possible to confirm whether you will be able to attend the reconvened hearing. 

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

I remind you that you may be accompanied at the reconvened [appeal] hearing by either a work colleague or a certified Trade Union representative.  

Yours sincerely




[INSERT NAME]
[INSERT POSITION]
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