







Dear

Re: Invite to Hearing - Witness

Further to the assistance you provided to the recent investigation into concerns about the conduct of ######, I write to confirm that you will be required to attend a Disciplinary Hearing as a management witness to support the statement that you provided, and to be available to answer questions from the panel and from ###### or his/ her representative.

The hearing will take place as follows:

Date:		
Time:		 
Venue:		

Prior to the hearing, you will be briefed on the proceedings and you will be given an opportunity to read through the statement that you have provided during the investigation.  You will not be required to attend the full hearing, but may need to be recalled if additional information is required by the panel.

I would like to invite you to a witness preparation meeting with myself and [HR Support] as follows:

Date:		
Time:		 
Venue:	

As part of the proceedings, please ensure that this remains confidential and you should not discuss this with colleagues or other employees of Worcestershire Acute Hospitals NHS Trust.  

If you require any adjustments to be made to enable you to attend, or if you require any support to assist you during the hearing, please contact me on the above number in order that these can be put in place. You are entitled to bring an accredited trade union representative to represent you or a work colleague (employed by the Trust) to support you. You need to be aware that you will be required to answer any questions that are put to you during the hearing.

I would be grateful if you would confirm your attendance at the preparation meeting and hearing by telephoning me on [insert details]

I do recognise that attending a hearing as a witness may be a difficult or emotional time for you but your attendance is very valuable to the process.  I would also like to remind you of the counselling support available through our Occupational Health service.  Should you wish to access this, you can ask for a referral through your line manager, or you can self-refer via Occupational Health by contacting them on 01905 760693 or 760694, Ex 34757 or 34752.

Yours sincerely


[NAME]
[JOB TITLE]
[INVESTIGATING MANAGER]

Cc. [HR SUPPORT] 

 
