Notification of Review 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>, 

Thank you for meeting with me on <date> when we met to discuss your continued suspension from work. Also present at the meeting was (amend/delete as appropriate). I write to confirm that your suspension will continue until our next planned suspension review on <date>, or sooner if the investigation is completed beforehand and a decision to review your suspension is considered necessary at that point. The review process took into account ###### in making the decision to continue/end/change the suspension arrangements. 

As advised previously, suspension should not be regarded as disciplinary action, is without prejudice and is intended to facilitate a full and proper investigation.  It is intended that the investigation will be completed as soon as possible.  The terms of your suspension remain as detailed in my letter to you dated <dat>>. 

I understand that support has been offered to you via Occupational Health services and <name> has remained in regular contact with you. 

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.

If you feel that you need any further support at this time please do not hesitate to contact me.


Please do not hesitate to contact me in the meantime should you have any queries regarding the content of this letter.


Yours sincerely 

<Manager’s Name>
<Job Title>

cc	Personal File
	Trade Union Representative
