MODEL LETTER TO CONFIRM DECISION REACHED AFTER APPEAL HEARING

PERSONAL

Dear

APPEAL HEARING – FORMAL NOTIFICATION OF DECISION

Thank you for attending the Appeal Hearing which was held on (date).

As I informed you when I met with you on (date) I have decided after very careful consideration to uphold/not to uphold (delete whichever is inappropriate) your grievance. 

My reasons for arriving at this decision are as follows:

(Provide full explanation including the relevant factors you took into account)

Include following paragraph where you have decided not to uphold the grievance or where you have only partly upheld the grievance:

Whilst I hope you will understand and accept my reasons for arriving at this decision, I have to inform you that my decision is final and there is no further right of appeal.

Yours sincerely

NAME OF OFFICER WHO CONDUCTED THE HEARING

