MODEL LETTER 11 

Invitation to Hearing with the Dismissal Appeals Committee
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re:
Sickness Absence Appeal

I refer to the meeting on [insert date] held under the school’s Attendance Management Procedure and to the letter dated [insert date] from myself/the Chair of the Dismissal Committee (delete as appropriate).  I understand from your letter of [insert date] that you wish to appeal against the decision to terminate your contract of employment on the grounds of your capability to undertake your duties as a [insert position] at this school due to your absence.

The appeal will be heard by governors from the Dismissal Appeals Committee and will take place on [insert date] at [insert time] at [insert venue].  You may be represented by your trade union or a work colleague.

Yours sincerely

Head Teacher
