MODEL LETTER 7

Invitation to Appeal Hearing

Private & Confidential

[Name]

[Address]

[Date]

Dear 

[Name of] School - Disciplinary Procedure

Further to the disciplinary meeting held on [date] and to my letter dated [date] informing you of my decision/the decision of the Staff Dismissal Committee, I understand from your letter dated [date] that you now wish to appeal against the decision to [refer to the outcome of the initial hearing].

In accordance with the School’s Disciplinary Procedure I would advise you that I have arranged a meeting to consider your appeal.  A copy of the disciplinary procedure is attached for your information.

The meeting will be with the Staff Dismissal Appeals Committee of the governing body and will be at [place] at [time] on [date].  Specifically the meeting will consider [detail here the same information as sent in the initial hearing letter].

Within the provisions of the School’s Disciplinary Procedure you are entitled to receive copies of the documents relating to the case that will be considered at the appeal.  I attach for your information, copies of the following documents:

a) List and send all of the information as previously sent out for the initial hearing.

b) List and send any information submitted by the individual either before the initial hearing or at the hearing.

If there is any further information relating to this case that you would like to submit to the governors for their consideration, will you please arrange for this to be sent to me as soon as possible and by [date] at the latest so that I can circulate copies to members of the Appeal Committee in plenty of time for their consideration before the meeting.

I would like to take this opportunity to inform you that you have the right to be represented at this meeting by your Trade Union representative or a work colleague and you may if you wish call witnesses to support your case.  Please let me know if you are intending to do this so that arrangements to accommodate your witnesses can be made.

Please confirm with me that you are able to attend this meeting on the date and times given.  I have enclosed an additional copy of this letter and accompanying details for you to give to your trade union representative/work colleague.

Yours sincerely

Head Teacher/Chair of Staff Dismissal Committee [delete as appropriate]

Enc

Copy to: Children’s Services Human Resources

