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Template 4:  Invitation to Appeal Hearing

<Insert Address>

<Insert Date> 

Dear <Insert Name>
Resolving Issues at Work - Appeal Hearing

I have received your request for an Appeal Hearing regarding an employment matter that has not been resolved.  The Appeal hearing will take place as follows:

Date:

<Insert date>

Time:

<Insert time>

Venue:

<Insert venue>

Please report to <insert name/venue>.

The appeal will be heard by <Insert names (and job titles – where relevant)> of panel members>, supported by <name of HR Advisory Service representative>.

You may be represented by a Trade Union representative or work colleague, if you wish.

All previous papers together with your statement of case have been submitted to the panel.

Please confirm in writing whether or not you are able to attend and who will be representing you.  If you have questions in relation to this letter, please do not hesitate to contact me on the above number.  

Yours sincerely

<Insert Name>

<Insert Job Title>

c.c. Human Resources Representative[image: image1.png]
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