MODEL LETTER 6
Invite to Appeal Hearing
Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
You have appealed against the decision to terminate your employment with [insert name of school] due to an unsatisfactory probation confirmed to you in writing on [insert date].

I am therefore writing to invite you to attend an appeal meeting to be heard on [insert date] at [insert time]. The meeting will be held at [insert venue].
I will be conducting the appeal meeting with advice and guidance from [insert name] the school’s HR adviosr who will also be in attendance.

You have the right to be accompanied at the appeal meeting by a trade union representative or a work colleague.
[Insert name of head teacher/ Chair of Staff Dismissal Committee who made the dismissal decision] will attend in order to answer any questions which may arise.  You, or the person accompanying you (if applicable), will be entitled to ask any questions and you will be given full opportunity to further state your case.

You must take all reasonable steps to attend the appeal meeting.  If you are unable to attend on the date specified, you should notify me and give the reason for your non-attendance in advance of the meeting.

Yours sincerely
[Insert Name]
Staff Dismissal Appeals Committee

cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]
