date

PERSONAL

name

address

Dear name
I am writing to confirm that a hearing under the Trust’s disciplinary procedure has been arranged for time, on  day, date  in the place.

At this meeting, the allegation(s) that you outline of allegation(s) will be considered.  Copies of statements are attached.

The case will be heard by name.  Name will present management evidence.  Names will be available to give evidence. 

You are entitled to be accompanied by a trade union representative or fellow employee of your choice.  A copy of this letter and statements are enclosed for your representative.

Please contact me if you have any queries at this time.

Yours sincerely

name

