Letter - Invite to an Appeal Hearing

[date]
[Employee’s name]
[Employee’s address]
Dear [name]
I write further to your letter dated [date] requesting an appeal hearing and am writing to advise you that a hearing has been arranged, as follows: 

Date:





Time:

Venue:

*I enclose a copy of [insert] [any additional documents not referred to at the attendance review hearing] to be referred to at the appeal hearing.

**[The appeal will be heard as a re-hearing.]  [name] will chair the hearing and will be accompanied by [name] as note-taker.  
You are entitled to bring with you a fellow employee or an authorised Trade Union Representative [or a parent/guardian]***
The decision of the appeal hearing will be final and there will be no further right of review. 

Please contact [name of appeal officer] on [telephone number] as soon as possible to confirm your attendance.

Yours sincerely

[name]
[job title]
cc file

* insert/delete as appropriate 

** optional depending on the circumstances
*** parent or guardian if under 18 or a support worker if disabled under the Equality Act 2010.
