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 am writing to advise you that 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 Trust’s Disciplinary Policy, a copy of which is enclosed, and is to consider the following allegation(s):

· 
· 

I will be the Hearing Manager, accompanied by (HR Advisor). (Investigating Manager) 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. 

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) in order that the necessary arrangements can be made. Similarly, I would also ask that you forward any documentation you wish to submit to the hearing by this date. 

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 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. Please can you also confirm if you or your companion require any specific arrangements or accommodation requirements to enable the hearing to take place

Should you fail to attend, the hearing may proceed in your absence. (I must make you aware that / the allegation/s potential gross misconduct and / the outcome of the hearing could result in a warning being issued / up to and including dismissal from Worcestershire Acute Trust’s employment.) (DELETE AS APPLICABLE)

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


