Strictly Private & Confidential
Mr. / Ms. ___________________________
Address
Address
Sent by post
Sent by email to __________________

[date]
Re: Outcome of Appeal Hearing 


Dear [employee name],  

I am writing to inform you of the outcome of your appeal hearing, which took place on [date of appeal hearing] and was chaired by [name and job title of appeal chair]. Also in attendance were [list names and roles of those present].

Your appeal was lodged on [date appeal was received], following the disciplinary decision made on [original disciplinary hearing date], where the outcome was [insert outcome, e.g. a final written warning, dismissal, etc].

At the appeal hearing, you raised the following grounds of appeal:
· [Summarise the employee’s grounds of appeal, e.g. new evidence, procedural irregularity, disproportionate sanction]

We have carefully considered the points you raised, along with all available evidence, including any new information provided during the appeal process. After full consideration, the appeal has been [upheld, partially upheld, not upheld].

If Upheld: 
The appeal chair concluded that [explain the rationale – e.g. the evidence did not support the original decision / procedural flaw occurred]. As a result, the original disciplinary outcome has been overturned. [Explain what will now happen – e.g. the warning will be removed from your record / you will be reinstated with back pay].

If Partially Upheld:
While the panel agreed that there were some valid concerns raised, such as [list briefly], we believe that some form of disciplinary action remains appropriate. Therefore, the original outcome has been modified to [e.g. a first written warning instead of final written warning].

If Not Upheld:
Having reviewed the information, we are satisfied that the disciplinary process was fair and thorough, and the outcome reasonable in the circumstances. Therefore, the original decision [e.g. to issue a final written warning / dismiss you] stands.

This concludes the internal appeal process. There is no further right of appeal within [Company Name].

If you have any questions, please contact [Name, Title, and Contact Info].

Yours sincerely,


________________
NAME
POSITION
COMPANY NAME


