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	<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 [INSERT NAME]

Re. Invite to Investigation Meeting

I have been appointed as the Investigating Manager under the Trust’s Disciplinary Policy to undertake an investigation to establish the facts to an allegation(s) that: [INSERT THE NAME OF THE COLLEAGUE UNDER INVESTIGATION AND THE DETAILS OF THE ALLEGATION]. 

As part of the investigation process I would like to meet with you to explore the facts which will allow me to produce a factual report.  I have arranged this for:

Date:

Time:

Location: 

Also in attendance at this meeting will be [INSERT HR SUPPORT] to support the meeting process and to take notes of the relevant points of the discussion. 

Following the meeting, you will be provided with a copy of the notes and asked to sign and return a copy to confirm that these are an accurate reflection of our discussion.   Please be aware that these notes may be disclosed to other individuals involved in the investigation.

You are entitled to bring an accredited trade union representative to represent you or be accompanied by a work colleague (employed by the Trust).   If your companion is not available to attend, an alternative date can be provided as long as the alternative time proposed is both reasonable and not more than 7 calendar days after the date originally scheduled. A copy of the Disciplinary Policy is also available on the Trust intranet.  
Can you please contact [INSERT YOUR DETAILS AND/OR HR SUPPORT DETAILS] to confirm your attendance. If you are intending on being represented/accompanied at the meeting, it would be preferable if you could please notify me of the individual’s details in advance. If you are unable to attend the meeting, please contact us as soon as possible so that alternative arrangements can be made. 
If you require any particular adjustments to be made to enable you to attend, or if you require any support to assist you during the meeting, please contact me in order that these can be put in place. 
In order to maintain the integrity of the investigation, I request that you keep the matter, and anything discussed at the investigation meeting, confidential. Any breach of confidentiality may be considered a disciplinary matter. 
If you have any queries regarding this invite, please feel free to contact me or [INSERT HR CONTACT DETAILS]. 

Yours sincerely


[NAME
JOB TITLE
INVESTIGATING MANAGER]

Cc. [HR SUPPORT]
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