Disciplinary Hearing Invite Letter UK

Governed by the Acas Code of Practice on Disciplinary and Grievance Procedures and the Employment Rights Act 1996

To: [Employee name], [Job title] Date:
1. EMPLOYEE AND HEARING DETAILS
Employee name:

Job title:	Department:

Employee/payroll number (if applicable):

2. INVITATION TO DISCIPLINARY HEARING
I am writing to invite you to a disciplinary hearing to discuss the matter set out below. This hearing is being held in accordance with the Acas Code of Practice on Disciplinary and Grievance Procedures and the company's disciplinary procedure.
Hearing date:	Hearing time:

Hearing location (or video/call details):

Hearing to be conducted by:

3. NATURE OF THE ALLEGATION
The purpose of the hearing is to discuss the following allegation(s), which, if upheld, may be treated as misconduct or gross misconduct:
Details of the allegation(s):

4. POSSIBLE OUTCOMES
You should be aware that this is a formal disciplinary hearing and that one possible outcome, if the allegation is upheld, is the issuing of a disciplinary sanction up to and including dismissal. The possible outcomes of this hearing include:
[image: ] No further action
[image: ] Formal verbal warning [image: ] First written warning [image: ] Final written warning
[image: ] Dismissal (including summary dismissal for gross misconduct) [image: ] Other disciplinary sanction (specify below)
Other sanction details:
5. EVIDENCE TO BE CONSIDERED
Copies of the evidence to be relied upon at the hearing, including any relevant witness statements and supporting documents, are enclosed with this letter or attached separately. Please review this evidence carefully before the hearing.
List of enclosed evidence/documents:
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6. YOUR RIGHT TO BE ACCOMPANIED
In accordance with section 10 of the Employment Relations Act 1999, you have the statutory right to be accompanied at this hearing by a fellow worker or a certified trade union representative of your choice. Your companion may address the hearing, confer with you during the hearing, and sum up your case, but may not answer questions on your behalf.
Name of companion (if known in advance):

7. PREPARING FOR THE HEARING
You are entitled to respond to the allegation(s) at the hearing. You may wish to prepare a written statement, gather supporting evidence, and identify any witnesses you would like considered. Please inform us in advance of the hearing of any documents or witnesses you intend to rely upon.
8. IF YOU CANNOT ATTEND
If you are unable to attend the hearing at the time specified, please contact us as soon as possible so that an alternative time can be arranged, wherever reasonably practicable. Failure to attend without good reason, or to propose a reasonable alternative, may result in the hearing proceeding in your absence and a decision being made on the basis of the information available.
Contact name for rearranging the hearing:

Contact telephone/email:

9. RIGHT OF APPEAL
If a disciplinary sanction is imposed following this hearing, you will be notified of the outcome in writing and informed of your right to appeal that decision, in accordance with the Acas Code of Practice.
10. SIGNATURE
Please confirm receipt of this letter and your attendance (or otherwise) by signing below and returning a copy, or by responding in writing.
Signed (Employer representative):	Date:

Print name and role:

Employee acknowledgement of receipt (this does not constitute agreement with the allegation): Signed (Employee):	Date:
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