Date
Name 
Address

Dear Name,
Reference: Disciplinary Appeal Outcome  
I write to confirm the outcome of the disciplinary appeal hearing held on Date. 
As you will recall, you decided to attend this meeting unaccompanied (or decided to be accompanied by Name at this hearing).
The initial disciplinary hearing held on Date came to the conclusion that on the balance of probability you behaved in the manner as alleged; that you... brief overview of allegations.
As you will remember, you then submitted a letter of appeal dated Date which requested that a meeting be convened in order to review the original decision taken to dismiss you by reason of gross misconduct / issue you with a Final Written Warning etc at the conclusion of the initial disciplinary hearing.  

At the outset of the appeal hearing you stated that you wished to appeal on the basis of....
Overview of the discussion including mitigation and evidence offered and any countermanding points. 

Consequently, after taking the opportunity to reflect upon the representations put forward by you in relation to your appeal, despite the mitigation submitted, I can now formally confirm that I have decided to uphold the original decision made to summarily dismiss you by reason of gross misconduct / issue you with a Final Written Warning as it is believed that such disciplinary action was proportionate in the prevailing circumstances.
This decision concludes the Company’s internal disciplinary procedure. 

However, should you need any further clarification in relation to this disciplinary appeal hearing outcome could I ask that you contact me directly. 
Yours sincerely

Name 

Position  


