Outcome of Investigation – No Case to Answer - 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 (Name)

Outcome of Investigation 

I write to you in my capacity as Case Manager, regarding the investigation into allegations that you:

· 
· 

Name, Job Title was appointed by me to investigate these allegations. The investigation was conducted in accordance with the Worcestershire Acute Hospitals NHS Trust Disciplinary Policy. 

The investigation report was sent to me electronically on DATE. Having reviewed the report and appendices I have concluded that a full and thorough investigation was undertaken and there is no additional information that I require to support my decision making.  I have accepted the findings and content of the report in relation to the allegations raised and I have concluded that there is no case to answer in respect of the allegations made. There are however some recommendations that I would like to outline to request you take forward: (delete if not appropriate) 
· 
· 

[bookmark: _GoBack]I have copied in your line manager Name, Job title to kindly request that you are supported with the actions associated with the recommendations I have outlined above. 

I appreciate that being involved in an investigation can be very difficult and therefore should you wish to seek any additional support, I can provide you with the details of our Occupational Health Service and Counselling services. Should you require this, please let me know.

Should you wish to discuss the contents of 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> 
<Line Manager Name and Job Title>

