Notification of Disciplinary Investigation – Example Letter

	<Date>



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Employee’s Name>
<Home Address> / <Sent by Email: <insert email address> (depends on communication plan agreed – delete as appropriate)


	<Service/Division>
Worcestershire Acute Hospitals NHS Trust
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: < Manager’s Tel Number>
Email: < Manager’s Email Address>


Dear <Employee’s Name>

Re: Investigation 

I am writing to inform you that a formal complaint/conern has been raised by <Name> alleging that you <Allegation – insert dates where applicable>.

Given the nature of the allegation / Given that informal routes for resolution have been explored and exhausted, I have commissioned a formal investigation in line with the Trust’s Disciplinary Policy, a copy of which is enclosed in the attached  terms of reference document. (delete as appropriate)

The terms of reference for the investigation are as follows:

To investigate the allegation(s) that you……………

· X
· X
· X

I will be the Case Manager for the investigation and I have assigned <Name/Job Title> as the Investigating Manager.  <Name> role as Investigating Manager is to collate all the facts relating to the incident, including obtaining written and signed statements from relevant parties and any witnesses and to meet with all concerned to establish their recollection of events.  They will submit an investigation report, including all witness statements, to me and I will determine what action, if any, needs to be taken.

You can expect <Name of Investigating Manager> to be in touch, to request a statement and to arrange a time to meet.   <Name of Investigating Manager> will be supported by a member of the HR team.  You are entitled to be represented by an accredited trade union representative, or supported by a work based colleague during this process and you may wish to make contact with them so that they can offer you appropriate support and guidance.

I am mindful this will be a difficult time for you and you can access further support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate and attach ] booklet for your information.
I would like to thank you in advance for your co-operation with the investigation process.  Please be aware that the investigation process is confidential and I kindly ask that you do not discuss details of the investigation with anyone other than your chosen union representative/work colleague, your line manager, or a member of the HR Advisory Team.   
If you have any queries in relation to this letter, please do not hesitate to contact me.
Yours sincerely


<Case Manager’s Name>
<Job Title>

cc	<Name of Investigating Manager, Job Title>
 <Investigation HR Support’s Name, Job Title> 
	
Enc.	Terms of Reference	
	


