
Template letter: invitation to disciplinary hearing

[Enclose disciplinary report and enclosures before sending]

Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Invitation to disciplinary hearing

I refer to the investigation meeting on [• DATE].  [• NAME OF INVESTIGATING OFFICER] conducted the meeting and [• NAME] was in attendance to take notes.  [•You were accompanied by [•NAME].]

[• NAME OF INVESTIGATING OFFICER] has now concluded [•his OR her] investigation into [• insert detail of allegations].  [• NAME OF INVESTIGATING OFFICER] has concluded there is a case for you to answer.  I am therefore writing to inform you that you are required to attend a disciplinary hearing at [• TIME] on [• DATE] in [• LOCATION].

[• I confirm that you will remain suspended on full pay pending the outcome of the disciplinary hearing and until you are notified otherwise by me.  The terms of your suspension will continue in accordance with the letter dated [• DATE].]

The purpose of the hearing is to consider the following allegations of [• misconduct / gross misconduct] against you: 

· [insert detail of allegations]


The basis for this allegation is that [give summary of information obtained as a result of investigations into the allegations].
I enclose a copy of the investigation report, which sets out further detail of the allegations and accompanying evidence. 
The hearing will be held in accordance with the disciplinary procedure which is [• attached OR set out in the Staff Handbook].  The hearing will be conducted by [• NAME(S)].  [• NAME] will be present in [• his / her] capacity of Investigating Officer.  [• NAME] will also be present to take a note of the hearing.  You are entitled to bring a fellow employee or a trade union representative to the hearing in accordance with our disciplinary procedure.  If you wish to bring a companion, please let me know their name as soon as possible.

[• We intend to call the following witnesses to the hearing: [• NAMES OF WITNESSES OR We do not intend to call any witnesses to the hearing.] If you wish to call any relevant witnesses to the hearing please let me have their names as soon as possible and no later than [• TIME] on [• DATE].  If there are any further documents you wish to be considered at the hearing, please provide copies as soon as possible.  If you do not have those documents, please provide details so that they can be obtained.

If you are found to have committed misconduct you may be [• confirm range of potential sanctions for misconduct, such as: issued with a written warning, a final written warning or dismissed with notice or pay in lieu of notice].  [• Confirm potential sanction for gross misconduct: If you are found to have committed gross misconduct, you may be dismissed without notice or pay in lieu of notice.  You would be entitled to appeal against any disciplinary sanction. 
Please confirm by [• TIME] on [• DATE] that you have received this letter and that you will attend at the date and time stated above. If, for any unavoidable reason, you or your companion cannot attend at that time please also let me know by the time and date stated above.  

I realise that this must be a difficult time for you and [• NAME] is available for you to talk with should you need support.  [• I understand you are also being supported by your trade union representative.]

If you have any questions, please contact me as soon as possible.

In the meantime I would like to thank you for your continued professionalism and support.

Yours sincerely
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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