Letter Invite to a Disciplinary Hearing (Repeat Offence)
[Date]
[Employee’s name]
[Employee’s address]
Dear [name]
Invitation to disciplinary hearing
Further to the previous warning(s) issued to you on *[specify dates if applicable], I am writing to advise you that you are now required to attend a disciplinary hearing. The details are as follows: 

Date:






Time:
Venue:

[Name] will be conducting the disciplinary hearing and will be accompanied by [name] as /note-taker. 

The purpose of the hearing is to discuss your conduct during the current warning period and in particular:

[include specific reasons]

Please find enclosed the following documents to be considered at the hearing including a copy of the company’s disciplinary procedure:

*[INSERT ENCLOSURES I.E. COPY OF PREVIOUS WARNINGS, WITNESS STATEMENTS, INVESTIGATORY NOTES]

As this meeting may result in disciplinary action being taken against you *[up to and including dismissal] you are entitled to be accompanied at the hearing. You may be accompanied by either a fellow employee or an authorised trade union representative **[or a parent/guardian][or a support worker].
*[As agreed, an interpreter has been arranged to assist communication in the meeting.]
Please contact [name of disciplining officer] on [tel no] as soon as possible to confirm your attendance.

Yours sincerely

[name]
[job title]
*
insert/delete as appropriate
** parent or guardian if under 18 or a support worker if required by an employee with disabilities

