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Invite to Disciplinary Hearing - Example Letter

	
<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 (Name)

Invite to Disciplinary Hearing 

I write further to the letter sent to you by Case Manager name on date advising that there is a case to answer following the completion of the investigation report. A disciplinary hearing has been arranged for your attendance at (venue) on (date) at (time). On arrival please report to (insert details). 

The hearing will be conducted in accordance with Worcestershire Acute Hospitals NHS Trust’s Disciplinary Policy, a copy of which is enclosed, and is to consider the following allegation(s):

· 
· 

I will chair the hearing, accompanied by (HR name). (Investigating Manager name) will present the management case accompanied by (insert name if applicable). 

The supporting documentation that will be presented at the hearing is enclosed with this letter. Please can you confirm by date that you are able to open and read all of the documentation, including all embedded appendices contained within the attached report, as these will be considered and referred to during the hearing. Unless you indicate otherwise, it will be our understanding that you have received and read all of the information contained within the attachments, in readiness for the hearing. As an alternative, and if you have any difficulty in accessing any of the documentation, please let me know by date and a hard copy of all of the documentation enclosed can be sent via recorded delivery to your home address at your request. You can contact me via XXXXXX to confirm the above.

I can confirm that management will be calling the following witnesses/will not be calling any witnesses [delete as appropriate].

You will have the opportunity to present your case at the hearing. If you wish to submit a written statement of case or documentation for the panel’s consideration, I would request that you send this to me no later than date.



If you wish to call or request any witnesses to support your case, please let me know the name and job role of the individual by (date). It is your responsibility to make arrangements for them to attend the Hearing

You are entitled to bring an accredited trade union representative to represent you or a work colleague (employed by the Trust) to support you. If you wish to be accompanied by a trade union representative or workplace colleague at the hearing you are advised that you are responsible for contacting them and advising them of the arrangements and therefore you should contact them as soon as possible.  

If your representative/work colleague 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. Please can you also confirm if you or your representative/work colleague require any specific arrangements or accommodation requirements to enable the hearing to take place.

Please contact me on XXXXX by DATE to confirm your attendance at the hearing. Please note that if you fail to confirm your attendance and if you fail to attend the hearing without reasonable cause, the hearing may still proceed and a decision affecting your employment could be made in your absence.

Whilst not prejudging the outcome of the hearing, I must make you aware that / the allegation/s could potentially constitute gross misconduct and / the outcome of the hearing could result in a warning being issued / disciplinary action up to and including dismissal from Worcestershire Acute Trust’s employment. [Delete as applicable].

[OR IF THEY HAVE RESIGNED USE THE FOLLOWING WORDING]:

I understand you have resigned from your role in the Trust; however the Disciplinary Hearing will proceed to consider the matter. The hearing is an opportunity for the independent panel to consider the allegations raised against you, but also an opportunity for you to respond to the allegations raised and provide your statement of case. Whilst not prejudging the outcome, please be advised that the allegations could potentially constitute gross misconduct and the panel will determine if disciplinary action would have been taken had you remained in employment with the Trust.
I am mindful this will be a difficult time for you and I would like to remind you that 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 Optima Health UK Ltd 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 booklet for your information.






Should you have any queries do not hesitate to contact me. 

Yours sincerely 


Hearing Manager
Job Title

Enc. 	Disciplinary supporting documentation bundle inc Disciplinary Policy
	Supporting our NHS Staff




[image: ]
image1.jpg
NHS

Worcestershire

Acute Hospitals
NHS Trust




image2.png




