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Invite to Appeal Hearing – Example Letter for the Manager hearing appeal 

	
<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>

I am writing further to your email/letter to <Manager’s Name, Job Title> on <Date> in which you outlined you wish to appeal against the outcome of the Disciplinary Hearing which took place on <Date>

I can confirm that arrangements have been made for your appeal to be heard as follows : 
Date:	<Day, Date>
Time:	<Time>
Venue:	<Venue / Virtual via Microsoft TEAMS (a diary invitation has already been sent)> delete as appropriate
 
I will Chair the Appeal Hearing Panel and will be supported by <Name (Member of the HR Advisory team), Job Title> and <Name (Senior Professional (internal or external if allegations involve professional misconduct or technical issues) Job Title) delete as appropriate.  The management case will be presented by <Manager’s Name, Job Title> who will be supported by <Manager’s Name, Job Title>

You will have the opportunity to present your case of appeal at this Hearing, and you are entitled to be represented by an accredited trade union representative or a work colleague (employed by the Trust) to support you.  If your representative is not available to attend, an alternative date can be provided as long as the alternative time proposed is both reasonable and not more than 7 calendar days after the date originally scheduled. Please can you also confirm if you or your representative require any specific arrangements or accommodation requirements to enable the hearing to take place. 

In accordance with the Trust’s Disciplinary Policy it states that each party will be able to present their statement of case and a copy of any reports, statements or information relevant to the disciplinary process that will be relied on or referred to at the Hearing will be provided to all parties at least 14 calendar days prior to the hearing.  

Please could you confirm whether you wish your letter/email dated <date> to be considered as your statement of case for this Appeal or whether you wish to submit any further Statement or documentation.  Any further information would need to be sent to me 14 calendar days prior to the hearing, or no later than <date>.  I will then make arrangements to share the documentation with all parties.

I should be grateful if you could confirm your attendance at this Hearing by emailing <Name> <Title> <nhs.net email address>.  If you are to be represented, please confirm their name and contact details. As we are aware that you have been represented/supported by <Name> <Title>, I have copied them into this letter for your convenience.

If you have any queries concerning the above arrangements, please do not hesitate to contact me.

Yours sincerely




Appeal Manager
[bookmark: _gjdgxs]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
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