Notification of Temporary Reassignment to Alternative Duties - 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 (Name)

Notification of temporary reassignment to alternative duties

Further to our meeting on (Date), I am writing to confirm our discussion that you are to be temporarily reassigned to alternative duties with immediate effect and until further notice whilst an investigation is carried out into the allegations below:
· (allegations from Tof R here) 

You are to be reassigned to (Insert job) and will report to (insert reporting manager’s name). During your reassignment you will be on your normal full pay. All leave requests and sickness reporting should be done through the above named manager for the period of your reassignment.
 
As discussed, a Case Manager and an Investigating Manager will be appointed shortly and confirmed to you in writing. As part of the investigation, you will be interviewed and will be invited to offer an explanation or comment on the allegations made against you. In the meantime, I recommend that you write an initial statement of your account of the events relating to the above allegations whilst it is fresh in your mind. I also strongly recommend that you share this with your accredited Trade Union representative so that they can fully support you in preparing it before submission.  Please could I ask you to send a copy of this statement, signed and dated no later than <date>.   

Your temporary reassignment should not be seen as any indication that the allegations made are true and whilst it is part of the disciplinary process it does not constitute disciplinary action and is without prejudice.. 

You have the right to be represented by a Trade Union representative or accompanied by a work colleague at any stage of proceedings. Recognising that it is in your best interest; the aim is to complete the investigation as soon as possible, therefore please ensure you and your representative are available to attend meetings as requested.  You will be kept informed of progress regularly. 

I would like to remind you that you are not to discuss any aspect of the investigation with anyone other than myself, the Investigating Manager or your Trade Union representative. 

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] booklet for your information.  

The above is in accordance with the Trust’s Disciplinary Policy, a copy of which is enclosed. 

If you require any advice or clarification on any of the above, please do not hesitate to contact me. 

Yours sincerely


Senior Manager undertaking decision to resign to alternative duties
Job Title

Enc: 	Disciplinary Policy
Supporting our NHS Staff
