                                                                                                        

Template Letter Requesting Appeal for either Stage 2 Formal Meeting or Stage 3 Capability Hearing

[Date]

PRIVATE AND CONFIDENTIAL
<Name of addressee>
<Department of addressee>

(If this is an appeal against Stage 2, please address to your next in line manager
If this is an appeal against Stage 3, please address to the Director of People and Culture via the HR representative for your Division) 

Dear <NAME>
Performance Management Appeal – Formal Stage 2 / Capability Hearing **Delete as appropriate**

Following the outcome of my Formal Stage 2 Meeting / Stage 3 Capability Hearing *delete as appropriate* detailed in the letter of [DATE], I would like to request an appeal as I do not accept the sanction that has been issued. 

My appeal is: 
(You must be specific about the grounds of the appeal, demonstrating the following; 
· your formal sanction is too severe;
· any part of your performance management process was wrong or unfair;
· you've been dismissed for an unfair reason; and/or
· you have new evidence to show.)

I would be grateful if you would consider the above appeal and respond to me in accordance with the Performance Management Policy.

Yours sincerely

[Name]
[Job Title]


cc	Name, Trade Union Representative (if applicable)
