Rescheduled Disciplinary Hearing Notification – Example Letter

	
<Date>



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Employee’s Name>
<Home Address> / <Sent by Email: <insert email address> (depends on communication plan agreed – delete as appropriate)


	<Service/Division>
Worcestershire Acute Hospitals NHS Trust
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: < Manager’s Tel Number>
Email: < Manager’s Email Address>


Dear (Name)

Rescheduled Disciplinary Hearing Notification

I write to inform you that following receipt of your notification that your representative was unable to attend the scheduled disciplinary hearing on xx a further date has been scheduled for (Insert date). The hearing will be held at (insert venue) at (insert time).

[bookmark: _GoBack]As the hearing has been rescheduled at your request I must advise that, except in exceptional circumstances, if you fail to attend on this occasion then I will proceed to hear the case in your absence. 

If you are unable to attend personally you are invited to submit your case in writing in advance, and if you wish to do so, please let me have your submission by (insert date). 

Should you have any queries please do not hesitate to contact me.


Yours sincerely


Hearing Manager
Job Title
