Notification of Suspension Example Letter

	
<Date>


Ref: <Employee’s Initials/Manager’s Initials/HR Rep’s Initials>


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

Sent Recorded Delivery/Hand delivered (delete as applicable)

<Employee’s Name>
<Employee’s Address>

	<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: Suspension from Duty

I am writing to confirm following today’s meeting that you are suspended from duty on full pay until further notice and with immediate effect.  Present at the meeting was <Name>, Accredited Trade Union representative / work colleague and I was supported by <Name>, <Human Resources Officer / Manager>.

During the meeting we discuss the incident that <details of incident> and I explained that the allegation(s) against you are as follows:
Union representative or accompanied by a work colleague.  Please be advised that you should be available to attend such meetings at all times when you would normally be required to work. 

The role of the Investigating Manager is to collate all the facts relating to the incident, including obtaining written and signed statements from relevant witnesses and to meet with all concerned to establish their recollection of events.  If there is a case to answer they will submit an investigation report including all witness statements to the Case Manager.

The allegations potentially amount to gross misconduct/misconduct and if proven could result in disciplinary action. As a result of the investigation you may be required to attend a disciplinary hearing in accordance with the Trust’s Disciplinary Policy.  (delete as appropriate) You will have the right to represented at this meeting by an accredited trade union representative or accompanied Trust work colleague.

Your suspension will be reviewed monthly until the investigation is complete at which time I will contact you again. 

Whilst you are suspended you should not enter <site name> or any of the Trust’s premises without my permission, unless there are exceptional circumstances.  You should not contact any member of staff employed by the Trust concerning this matter during the period of your suspension in order to maintain the integrity of the process, without having obtained prior authorisation from <names and contact details>.  Please note that any breach of these conditions may constitute a disciplinary offence. 

If you have any other employment within or outside the Trust you are not permitted to undertake this work during the hours that you would normally have been working for the Trust and for which we are paying you.  This suspension also applies to any bank or agency work or additional hours for the Trust (delete as applicable).

If you become unwell and need to take some sick leave you will be required to report your absence in line with the Trust’s Staff Health, Wellbeing and Sickness Absence Policy and provide medical notes.  Whilst you will remain suspended you will receive the payments associated with sickness absence. 

If during the period of your suspension you wish to take leave, permission to take annual leave will be mutually agreed with the appropriate line manager.

For the duration of your suspension the Trust will request the return of your access cards/keys, laptop, mobile phone and any other Trust property. (delete/amend as appropriate).  Should you have some personal belongings you need to collect please let me know so that arrangements can be made/ During/after the meeting you were given the opportunity to collect any personal belongings.  (Delete as appropriate)

You are reminded that this investigation is confidential and therefore you must not discuss this matter with work colleagues.  

In the meantime, please can you write an initial statement of your account of the events relating to the above allegations while it is fresh in your mind. I strongly recommend that you share this with your accredited Trade Union representative so that they can fully support you in preparing it.  Please could I ask you to send a copy of this account, signed and dated no later than <Date>.  If the investigation proceeds to a formal disciplinary investigation you will have the opportunity to submit further formal statements /evidence at a later date.


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.

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.

I appreciate this is a challenging time for you and as discussed, I will arrange/I have arranged 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.

If there is any other support that you require during this time please do not hesitate in contacting me.  If you have any queries regarding this letter please do not hesitate to contact me on number at the top of this letter.

Yours sincerely


<Manager’s Name>
<Job Title>

cc	<Staff member’s Representative>  (delete as applicable)
	<HR Representative’s Name, Job Title> (if applicable i.e. copied into grievance)
Personal file

Enc: 	Disciplinary Policy
Supporting our NHS Staff

1) [insert allegation(s)]
2) 

I explained at the meeting that we had reviewed the incident and felt that due to the nature of the allegations we could not consider an alternative to suspension, to facilitate a full and proper investigation. (reference any other relevant rationale – see Disciplinary policy)

The suspension from duty should not be regarded as disciplinary action, it is without prejudice and is intended to facilitate a full and proper investigation.  

These allegations will be investigated in line with the Trust’s Disciplinary Policy, a copy of which is enclosed for your information.  <Name, Job Title>, will be investigating this matter and a representative from Human Resources will assist.  You will be invited to a meeting to establish the facts, you are entitled to be represented at this meeting by an accredited Trade 

