Appendix D: Suggested appeal wording for every decision letter

Use something similar to the following paragraph in all decision letters, amending the wording in green as appropriate (it doesn’t need highlighting in the actual letter!).

Option 1: Standard General Wording
Right of Appeal

If you are not satisfied with this decision you should contact me for clarification and further explanation of the matter in question.  Many misunderstandings or incorrect information can be explained or put right quickly and easily by doing this.  If, following this, you are still not satisfied with the decision you have the right of appeal, within six months of this letter, to #enter job title and contact details of adjudicator#.  If you are not satisfied with his/her decision you can then appeal to the Director of LGSS Law & Governance Cambridgeshire and Northamptonshire, a separate person specified by #Cambridgeshire County Council acting as Administering Authority of the Cambridgeshire Pension Fund or Northamptonshire County Council acting as Administering Authority of the Northamptonshire Pension Fund#.  A leaflet on the Internal Dispute Resolution Procedure is enclosed.

Option 2: Wording Where Long-running case is being brought to a conclusion.
Right of Appeal

If you are not satisfied with this decision you have the right of appeal, within six months of this letter, to #enter job title and contact details of adjudicator#.  If you are not satisfied with his/her decision you can then appeal to the Director of LGSS Law & Governance Cambridgeshire and Northamptonshire,  a separate person specified by #Cambridgeshire County Council acting as Administering Authority of the Cambridgeshire Pension Fund or Northamptonshire County Council acting as Administering Authority of the Northamptonshire Pension Fund#.  A leaflet on the Internal Dispute Resolution Procedure is enclosed.

Option 3: Appeal where there are also employment appeal rights
Right of Appeal

If you are not satisfied with this pensions decision you should contact me for clarification and further explanation of the matter in question.  Many misunderstandings or incorrect information can be explained or put right quickly and easily by doing this.  Please note that if you wish to appeal the employment decision to #enter decision details# you need to #enter your appeal process#.  If, following this, you are still not satisfied with the pension decision you have the right of appeal, within specified time limits, to #enter job title and contact details of adjudicator#.  If you are not satisfied with his/her decision you can then appeal to the Director of LGSS Law & Governance Cambridgeshire and Northamptonshire,  a separate person nominated by #Cambridgeshire County Council acting as Administering Authority of the Cambridgeshire Pension Fund or Northamptonshire County Council acting as Administering Authority of the Northamptonshire Pension Fund#.  A leaflet on the Internal Dispute resolution Procedure is enclosed.

General Principles
This wording is generic – amended wording can be used depending on the exact nature of the decision.  Key things to include are:

· There is a right of appeal

· There are time limits

· The job title and contact details of the adjudicator.

· Attach an Internal Dispute Resolution Procedure leaflet.

