Guidance for Managers Undertaking a Suspension Meeting
(Script)
Introductions
A serious matter / issue has been brought to my attention which I need to raise with you. It has been alleged that you outline allegation. 
Manager to give opportunity for colleague to respond to allegation(s).
If applicable: This is a very serious allegation which will now require a full formal investigation in accordance with the WAHT Disciplinary Policy, Procedure and Guidance. 
In light of the allegation(s) I am suspending you from employment with immediate effect to allow the investigation to be undertaken. This is a precautionary measure and your suspension is without prejudice and a neutral act to enable the formal investigation to take place.  
During your suspension you will continue to receive full pay, on condition of you complying with the conditions of your suspension.  Please be advised that the conditions of your suspension are deemed to be a reasonable management instruction. The allegation/s against you is/are very serious and, if proven, could constitute gross misconduct and result in your dismissal from the Trust’s employment. 
You will be provided during the course of the investigation with the opportunity to respond to the allegations. At any formal interview you will have the right to be represented by a Trade Union representative or accompanied by a work based colleague. You will be kept informed on the progress of the investigation, and regular suspension review meetings will take place. I will ensure this investigation is completed as soon as possible in a timely manner and that you will be kept informed on progress regularly. 
Name of investigating manager (if known) has been commissioned to carry out the formal investigation and ??? has been appointed as Case Manager. 

Alternatively

I will be commissioning an Investigating Manager and a Case Manager who will be in contact with you shortly.

During your suspension you should not contact any colleagues for work related purposes, other than a work based colleague that is going to accompany you at any formal meetings, or enter your work premises. Any work related to or with the Trust should not be undertaken. By contact I also mean contact via social media, for example Facebook, twitter or any other forum as discussing the matter with others could prejudice the investigation. If you wish to contact the Trust about anything, please do that through me or the Case Manager who will be confirmed to you shortly.
If you are a Trade Union member, I would advise you to contact them as soon as possible to ensure that you obtain some representation, support and advice. 
Further support can be found by visiting the Trust Health and Wellbeing 7 point pinwheel at www.worcsacute.nhs.uk/wellbeing. You can also receive support from Network of Support Services (NOSS) and the Staff Mental Health and Wellbeing hub. Please contact the service direct if you wish to take up this confidential support. In the meantime, I will be making a referral to the Occupational Health Team to see what support and guidance can be offered to you at this time.
[bookmark: _GoBack]I appreciate this is a challenging time for you and as such, I will arrange for an independent senior peer to provide peer and well-being support to you – this person is ####. Please be aware they will not be informed of the allegations raised against you but will be informed that you are suspended from the workplace. I will ask that #### make contact with you shortly - please could you confirm the best way for ### to make contact with you? I will also ask that they maintain regular weekly contact with you or at intervals to be mutually agreed, eg fortnightly.
I have a letter/I will send you a letter confirming the detail of your suspension which I have just outlined to you.  I also have/will attach/ed a copy of the Disciplinary Policy, Procedure and guidance for your reference. Please can you confirm which phone number and email you would be contactable on during your suspension?
Do you have any questions or is there anything that I have outlined that you would like further clarification on at this stage?

