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Template – Manager Response to Appeal Request 
	
[Date]



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY
<Employee’s Name>
<Home Address/Email – dependent on method of communication agreed>
	Sender’s Address 
Tel: <contact number>
Email: <Email address> 



Dear <Employee’s Name>
Re: Performance Management Appeal 
	
I write further to your letter of the [date] appealing against the decision made *DELETE AS APPROPRIATE* at the Stage 2 Formal meeting / at the Capability Hearing held on the [date] and listing your grounds of appeal.

Arrangements will now be made for your appeal to be heard. 

You will be given at least 14 calendar days’ notice of the Appeal Hearing and written statements of case will be exchanged at least 7 calendar days prior to the Hearing.  

If you have any queries regarding any aspect of the process or this letter, please do not hesitate to contact me on the above number.  We will be in touch shortly with an appropriate date for the appeal hearing.

Kind regards



MANAGER
JOB TITLE 

[image: ]
image1.jpeg
NHS

Worcestershire

Acute Hospitals
NHS Trust




image2.png




