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Model Letter 4







	Topic:
	Notification of Appeal Hearing

	From: 

	Director of HR or nominee and Manager with whom the request was lodged

	To:

	The employee who has lodged the appeal

	When:
 
	14 days after the appeal was lodged


Dear (employee name)

Notice of Appeal
I have received your appeal against a decision made by [give the name and title of the relevant head of department] not to agree your request for time off to undertake training/study.  

The appeal will be heard by the Director of HR (or nominee) [give the title and name of the person]. 
The appeal will be held on [insert date] at [insert time] at [insert location].  You have a right to be accompanied at the meeting by a Trade Union representative or fellow employee. Your companion can address the meeting but not answer questions on your behalf although you may confer with your companion during the meeting.

The College will give careful consideration to your appeal.  However, you should be aware from the outset that the College is under no obligation to agree to an employee’s request for time off for training or study if a valid business reason applies.
If [name or title of the person hearing the appeal] agrees to your request for time off for training, Human Resources will be informed of the changes to your work pattern so that you will be paid appropriately.  If your appeal is rejected the College will also tell you this in writing.  There will be no further right of appeal.

Yours sincerely,

Head of Department (or nominee) 

Copy to

Personal file, employee’s manager, employee’s representative (if known).
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