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Address
Date


Dear 


Thank you for your letter [dated] setting out your appeal in relation to your fixed term contract ending. 

I am writing to invite you to attend an appeal hearing as follows:

DATE:
TIME:
LOCATION:

Please confirm your attendance to me as soon as possible.

You have the right to be accompanied by a trade union representative, a work colleague or an official employed by a trade union. If your chosen companion is not available on this date, please let me know at your earliest opportunity. 

The appeal hearing will be chaired by [Name, Job Title], who will lead the meeting and determine whether to uphold the decision to formally end your fixed term contract. 

[Name, Job Title], from Buckinghamshire Council Human Resources will also be present to advise on policy and procedure. A note taker may also be present.

This is the final stage of this process, and the decision will be final.

Should you have any queries then please do let me know.

Yours sincerely



[Headteacher/Manager]
[Job Title]

