[Print on Employer’s pany Name and Address]

<<Employee's Name>>
<<Address>>
<<Address>>

<<Post Code>>

<<Date>>
Dear <<Employee's Name>>,

Re: Res;( y Hearing

| refer to my letter of <<insert da
<<insert date, time and location
hearing because <<state reaso
this request.]

d a disciplinary hearing at
you asked to reschedule this
the Company’s agreement to

OR

[Unfortunately, for business reas
this and assure you that it will ng

jule this hearing. | apologise for
tcome of the hearing.]

| am writing to confirm that the
time and location>>. The allega
intends to rely remain the same

peen rearranged to <<insert date,
 evidence on which the Company
t date>>.

You retain the right to be accom a fellow worker or trade union
official of your choice.

[Please note that, as the Compa
request, it is unlikely that we will
rescheduled hearing without got
a decision taken in your absenc

disciplinary hearing at your
in. If you do not attend the
It in the hearing being held and

the outcome could be <<state
is will not be made until you have
be advised of the outcome of the

Depending on the facts estal
disciplinary sanction e.g. dismis
had a full opportunity to make
disciplinary hearing in writing.

<<Name and Title>>
For and on behalf of <<Compan
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