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1. [bookmark: _Toc59194421]Parties Present:

· NAME = NAME OF COMPANY
· NAME = Employee

2. [bookmark: _Toc59194422]By Way of Background:

I was appointed to chair an appeal hearing for an employee who received [type of sanction] for [reason the sanction was provided]. 
3. [bookmark: _Toc59194423]Meeting

· The appeal hearing was scheduled for [date] in agreement with the Employee. 
· The meeting was held in [location]. 
· The Employee acknowledged receipt of the letter inviting them to attend the appeal hearing with the right to attend with a colleague of their choice or union official. [The Employee chose not to be accompanied to the meeting / chose to be accompanied by…]
[bookmark: _Toc59194424]4 Summary of the Employee’s Appeal 

· [Summarise key points from the meeting]
6 [bookmark: _Toc59194426]The Chair’s Comments on the Employee’s Appeal

· [State employee’s comments on relevant policies]


[bookmark: _Toc59194427]7. Conclusion of the Appeal Hearing

· [Conclude by summarising the employee’s statements and the relevant evidence. Confirm whether the employee’s appeal is upheld, partially upheld or not upheld & what this means for their employment].
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