
[bookmark: _GoBack]


Dear [NAME]

Re. Investigation Meeting- [INSERT DATE OF MEETING]- Return of Investigation Meeting Notes

Thank you for your attendance at the above meeting. I was supported by [HR SUPPORT].  Please find attached copy/two copies [if posting] reflecting the notes that were taken at the meeting.

Please carefully review these notes. If you wish to make any amendments, please do so in another colour/via tracked-changes, or on a separate paper. I strongly recommend seeking advice from your trade union representative before signing and returning this document. Once approved and finalised, the document should be signed at the end where specified and one copy returned to me at the above address.  

These notes may be used and disclosed at any hearing which may be required following the conclusion of the investigation process in accordance with the Trust’s Disciplinary Policy. 

This document should, be returned within 7 calendar days of this letter. Please note that should the document not be returned by this time, it will continue to form part of the Investigation process (unsigned). 

Thank you for your contribution to this process, I appreciate your time. 

Should you have any queries please do not hesitate to contact me on the number above.


Yours sincerely



[NAME]
[JOB TITLE]
[INVESTIGATING MANAGER]

Cc. [HR SUPPORT], [STAFF SIDE SUPPPORT IF IN ATTENDANCE AT MEETING].

Enc. 

 
