HR Service Centre
Disciplinary Hearing Invitation Letter
ACAS-compliant invitation to a formal disciplinary hearing. Paste onto your letterhead and complete every bracketed field.
[Employee name]
[Address]

[Date]

Private and confidential
Dear [Employee first name]
Invitation to a disciplinary hearing
I am writing to invite you to a disciplinary hearing to be held on [Date] at [Time] at [Location]. The hearing will be chaired by [Name, job title]. [Name, job title] will also attend to take notes.
Allegations
The allegations to be considered are:
1. [Allegation]
2. [Allegation]

If the allegations are upheld, the possible outcomes include [first written warning / final written warning / dismissal].
Evidence
Copies of the evidence to be relied on are enclosed: [list documents, investigation report, witness statements]. Please bring any documents you wish to rely on to the hearing.
Right to be accompanied
You have the statutory right to be accompanied at the hearing by a work colleague or a trade union representative. Please confirm the name of your companion to [Name] by [Date].
Attendance
If you cannot attend, tell [Name] as soon as possible and we will rearrange, normally within five working days. If you fail to attend without good reason, the hearing may proceed in your absence.
Yours sincerely,


[Name]
[Job title]
This template is provided by HR Service Centre for general use and is not legal advice. Review it against your own circumstances before issuing.
