Private and confidential · ${_Place_of_signing:place:text_}, ${_Document_date:today:date_}
${_Company_name:company_name:text_}${_Company_address:company_address:text_}
${_Employee's_full_name:employee_name:text_}${_Employee's_address_}
[bookmark: _Toc0]Invitation to a disciplinary hearing
Dear ${_Employee's_full_name:employee_name:text_},
I am writing to ask you to attend a disciplinary hearing on ${_Date_of_the_hearing::date_} at ${_Time_of_the_hearing_}, at ${_Place_of_the_hearing_}. The hearing will be conducted by ${_Person_conducting_the_hearing_}.
[bookmark: _Toc1]What the hearing is about
The hearing will consider the following concerns about your ${_Subject_of_the_hearing::dropdown('conduct', 'performance', 'attendance')_}:
${_Details_of_the_concerns::textarea_}
Copies of the evidence we will rely on are enclosed. You will have the opportunity to state your case, respond to the evidence, ask questions and present your own evidence.
[bookmark: _Toc2]Possible outcome
If the concerns are upheld, the possible outcome is ${_Possible_outcome::dropdown('a written warning', 'a final written warning', 'dismissal with notice', 'dismissal without notice for gross misconduct')_}. No decision will be made until you have been heard.
	[bookmark: _Toc3]Your right to be accompanied
You have the right to be accompanied at the hearing by a colleague or a trade union representative. Please tell me who will accompany you before the hearing. If you or your companion cannot attend at the time above, please propose another time within five working days.
If you have any questions about the hearing or need any adjustments to take part, please contact me.
Yours sincerely,

	${_Signing_on_behalf_of_the_company:company_representative:text_}
............................................
For and on behalf of ${_Company_name:company_name:text_}
	${_Employee's_full_name:employee_name:text_}
............................................
Received by the employee
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