Name

Address

Address

Address

Date 
Dear <INSERT EMPLOYEE TITLE AND SURNAME>

Outcome of Appeal Hearing

Following the appeal hearing held on <INSERT DATE> I am writing to confirm the decision of the panel.                                                                        

After careful consideration of the issues put forward at the hearing,  

Delete as appropriate:
* I must advise you that the panel will not be confirming your appointment to the post of <INSERT POST TITLE> and your contract will be terminated on the grounds of capability/misconduct*. I must also inform you that this decision is final and that there is no further right of appeal. 

The reasons for this decision are as follows:

OR

* I must advise you that the panel has decided that you should be reinstated to the post of <INSERT POST TITLE>and that your probationary period will be extended until (date) when a further review meeting will take place OR and that your appointment has been confirmed.  

The reasons for this decision are as follows:
Yours sincerely,

<INSERT MANAGER NAME>

<INSERT MANAGER POST TITLE>
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