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[ON LPC HEADED PAPER]

Strictly Private and Confidential
[Name]
[Address]
[Date]

Dear [Name]
Invitation to an appeal hearing
I refer to your appeal dated [date] against the decision taken following your recent grievance hearing (as set out in the LPC’s letter dated [date of grievance outcome letter].  An appeal hearing has been arranged to take place: 
On: [DATE]
At: [TIME]
Location: [PLACE]
The appeal meeting will be conducted by [Name, position].  [Name, position] will also attend to [provide HR guidance/as a note taker]. [Note: amend as appropriate]
The purpose of this hearing is to consider your appeal against [include details of decision to be appealed], including giving you an opportunity to explain in more detail your grounds of appeal and the reasons why you believe the findings of the original grievance hearing should be changed. Following the appeal meeting, you will be informed in writing of the outcome of your appeal. The outcome of this meeting will be final.
As at your previous hearing, you may be accompanied by a colleague or trade union representative if you wish. If you wish to bring a companion, please contact me by phone or email [telephone number/email address] as soon as possible to provide their details. 
I enclose copies of the relevant documentation for use at the appeal. If there are any further documents which you wish to be considered at the appeal, please provide copies or details as soon as possible.  
If you have any specific needs at the hearing as a result of a disability, or if you have any other questions, please do not hesitate to contact me.
Please confirm that you have received this letter and will attend at the time stated above.
Yours sincerely



[Name]
[Title]
On behalf of [X] LPC
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