Disciplinary Appeal Acknowledgement Template Letter 
	
<Date>

Ref: <Employee’s Initials/Manager’s Initials/HR Rep’s Initials>


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Employee’s Name>
<Employee’s Address>

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

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



Dear <Employee’s Name>

Re: Disciplinary Appeal

I am writing further to your email/letter to <Manager’s Name, Job Title> on <Date>.  I acknowledge that you wish to appeal the outcome of your Disciplinary Hearing on <Date> in line with the Trust’s Disciplinary Policy.

I understand that your grounds for appeal are <detail of reasons for appeal – where possible directly quote from employee’s correspondence.>/Within your email/letter you have not included your grounds for your appeal and therefore please could I ask you to clarify these as soon as possible and no later than <date – to be approx. 1 week from date letter is sent.> (delete as applicable).

I will now ensure the arrangements for the Disciplinary Appeal Hearing are made and these will be confirmed to you in due course.  Please note that the purpose of an Appeal Hearing is to determine whether the disciplinary outcome was appropriate and reasonable in all circumstances and is not a re-run of the disciplinary hearing.
[bookmark: _GoBack]
I appreciate that this may be a difficult time for you and if you require any further support through the Occupational Health Department including access to confidential counselling please let me know and I can arrange a management referral for you.  Alternatively, you can self-refer and contact the Occupational Health Department directly on 01905 760693 or 760694, Ex 34757 or 34752.  (delete if they have been dismissed).

If you have any queries regarding this letter, please do not hesitate to contact me on number at the top of this letter.

Yours sincerely


<Manager’s Name>
<Job Title>

cc	<Staff member’s Representative> (if applicable i.e. copied into appeal letter)
	<HR Representative’s Name, Job Title> (if applicable i.e. copied into appeal letter)
Personal file

Enc: 	Disciplinary Policy

