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1. MODEL LETTER FOR AN INVESTIGATIVE INTERVIEW
Dear [Name],

Notice of Disciplinary Investigative Interview

Further to our meeting/conversation on ………., I am conducting a disciplinary investigation into the following concerns about your conduct:  [Provide an outline of the substance of the complaint(s)] e.g.

i. between 1st and 3rd October 2007 you were absent from work without authority
ii. on Friday 23rd March 2007 you were abusive to colleagues in the office.
iii. that on numerous occasions over the past six months you failed to follow the appropriate procedures for reporting absence.
As part of this process, you are required to attend an interview with me as detailed below:

Date:(Provide at least 5 working days notice)

Time:


Venue:

The purpose of the interview is to gather information and establish facts to help me investigate the concern(s) about your conduct. During the interview you will be given the opportunity to respond to the complaints and state your case.

You have the right to be represented by a trade union representative or fellow worker of your choice at the interview.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the interview who your representative will be.

The investigation is being carried out in accordance with the School’s Disciplinary Procedure, a copy of which is enclosed with this letter.

Until the investigation is completed and I have advised you accordingly, I must ask you not to discuss any issues relating to this matter with fellow workers, except for your representative.

Yours sincerely

[Name]

Investigating Officer
Encs.   School Disciplinary Procedure

cc  HR&OD Consultancy 
2. MODEL LETTER FOR A STAGE 1 DISCIPLINARY INTERVIEW 

Dear [Name],

Notice of Stage 1 Disciplinary Interview
I write to instruct you to attend an interview with me, under Stage 1 of the School’s Disciplinary Procedure, on [Date, time and venue – Provide at least 5 working days notice].
The purpose of the interview is to investigate fully the following complaints about your conduct: 

Provide details of alleged misconduct, copies of any written evidence (including any investigation report) and names of any witnesses to be called. 

During the interview you will be given the opportunity to respond to the complaints and state your case.

If at the conclusion I consider it to be appropriate, under the terms of the disciplinary procedure, I may issue you with a recorded oral warning.

You have the right to be represented by a trade union representative or fellow worker of your choice at the interview.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the interview who your representative will be.

Enter the appropriate paragraph

I enclose for your information and retention a copy of the School’s Disciplinary Procedure.

OR

You have previously been provided with a copy of the School’s Disciplinary Procedure.

Yours sincerely,

[Name]

[Designation]
Encs .  School Disciplinary Procedure (if not previously provided)
cc  HR&OD Consultancy
3. MODEL LETTER CONFIRMING OUTCOME OF STAGE 1 INTERVIEW
This letter should be issued within seven working days of the interview
Dear [Name]
I write to confirm the outcome of the meeting held at [Time and date] when I interviewed you under Stage 1 of the School’s Disciplinary Procedure.  If appropriate insert - You were represented at the interview by  [Enter name and organisation of employee’s representative]. 

The complaint about your misconduct was made in detail as in my letter dated [Enter date of Invite to Stage 1 letter] and is summarised as follows.

Provide a summary of misconduct
I have considered the points made by you and on your behalf which were:-

Provide a synopsis of the Employees defence and mitigating circumstances
Where it is decided that a warning is to be issued
<It is my decision><I informed you that> that your conduct was not satisfactory and that you are to be issued with a recorded oral warning under Stage 1 of the School's Disciplinary Procedure.  This warning will remain current for a period of twelve months.
Provide details of future standards expected of the employee

If there is no improvement or further misconduct occurs you may be subject to further disciplinary action which would lead to a written warning under Stage 2 of the Disciplinary Procedure. 
You have the right to appeal against this decision.  Any appeal should be made in writing, giving the grounds of your appeal to [Enter name/designation of appropriate person - Please refer to Paragraph 10.3 of Chapter 10 of the School’s HR Handbook] within seven working days of the receipt of this letter.
Where it is decided that a warning is not to be issued
<It is my decision><I informed you that> that, given the evidence presented and your defence (including mitigating circumstances), no further action will be taken.  
Yours sincerely,

[Name]

[Designation]

4. MODEL FILE NOTE - STAGE 1 RECORDED ORAL WARNING
Note for Personal File
NAME
: [Enter name of employee]

DESIGNATION: [Enter designation of employee]

	Stage of the

procedure.


	
	I interviewed the above member of staff under Stage 1 of the School’s Disciplinary Procedure on [Enter date and venue].

	
	
	

	Representation
	
	[Enter Name] was represented by [Enter Name], his/her steward/colleague.

	
	
	

	Present the Facts
	
	[Enter Name] was informed that the reason for the hearing was his/her failure to meet acceptable levels of conduct relating to the following areas:-

(1)
Enter details of misconduct  

(2)
Enter details of misconduct  

	
	
	

	Employees Defence

and Mitigating

Circumstances
	
	I asked [Enter Name] if he/she had anything to say about these complaints and the response is summarised as follows:-

(1)
Enter details 

(2)
Enter details 

	
	
	

	Decision
	
	All the items were discussed at length and the arguments put forward in [Enter Name] ‘s favour considered.  However, I believed that a formal Stage 1 recorded warning is justified on all points.

	Disciplinary action

and future standards
	
	[Enter Name] was informed that immediate improvements would be expected in order to [Enter details] 

	
	
	

	Consequences of

failure to improve
	
	[Enter Name] was also warned that any further cause for complaint could result in further disciplinary action possibly at a higher level.

	
	
	

	
	
	Signed                                                                           [DESIGNATION]

	Employees Signature

or Reasons for

refusal
	
	Signed:                                                          Date:                   


5. MODEL LETTER FOR A STAGE 2 DISCIPLINARY HEARING
Dear [Name]
Notice of Stage 2 Disciplinary Hearing

I write to inform you that <following completion of the disciplinary investigation>< as a result of your failure to provide a satisfactory explanation>Delete as appropriate, you are required to attend a disciplinary hearing, which is to be held under Stage 2 of the School’s Disciplinary Procedure, a copy of which is enclosed.  The disciplinary charge(s) which you are asked to answer is/are: 
Provide details of alleged misconduct, copies of any written evidence (including any investigation report) and names of any witnesses to be called. eg.

1. On 29th February 2007, you used abusive language towards Mr Thickskin.  

2. You failed to follow the instructions given by your manager for reporting absence.

If, after considering the evidence, the disciplinary charge(s) is/are found proven they are likely to be regarded as constituting misconduct and may lead to you being issued with a written warning.

The arrangements for the disciplinary hearing are as follows: 
Date: Provide at least 5 working days notice
Time:

Venue:

You have the right to be represented by a trade union representative or fellow worker of your choice at the interview.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the interview who your representative will be.

The Disciplinary Hearing will be chaired by myself and, at the hearing, you will be given the opportunity to put your case in this matter and to call witnesses on your own behalf.  It is your responsibility to arrange the attendance of any witnesses that you wish to call.

Should you wish to submit any documentation, please provide me with a copy at least three days before the date of the hearing.  At the same time, you should also inform me of the name of any witnesses that you intend calling.

You are advised that the School’s Disciplinary Procedure allows for the hearing to proceed in the absence of you or your representative.  Therefore, failure to attend this hearing without a satisfactory explanation may result in the hearing taking place in your absence.

Yours sincerely

Head Teacher / Designated Governor (Delete as appropriate)

6. MODEL LETTER CONFIRMING WRITTEN WARNING 
ISSUED AFTER A STAGE 2 HEARING
This letter should be issued within seven working days of the hearing
Dear [Name],

Written Warning
I write to confirm the outcome of the meeting held on [Date] when I interviewed you under Stage 2 of the School's Disciplinary Procedure.  You were represented at the interview by [Enter details of representative].
The complaint about your conduct was made in detail as in my letter dated (Enter date) and is summarised as follows.

Provide a summary of misconduct
I have considered the points made by you and on your behalf which were:-

Provide a synopsis of the Employees defence and mitigating circumstances
I told you that your conduct was not satisfactory and that you are to be issued with this written warning under Stage 2 of the School's Disciplinary Procedure.  This warning will remain current for a period of twelve months.
Provide details of future standards expected of the employee

If there is no improvement or further misconduct occurs you may be subject to further disciplinary action which would lead to a final written warning under Stage 3 of the Disciplinary Procedure. 
You have the right to appeal against this decision.  Any appeal should be made in writing, giving the grounds of your appeal to [Enter name/designation of appropriate person - Please refer to Paragraph 10.3 of Chapter 10 of the School’s HR Handbook] within seven working days of the receipt of this letter.
Yours sincerely,

[Name]
Head Teacher / Designated Governor (Delete as appropriate)

7. MODEL LETTER FOR A STAGE 3 DISCIPLINARY HEARING

Dear [Name]

Notice of Stage 3 Disciplinary Hearing

I require that you attend an interview under Stage 3 of the School’s Disciplinary Procedure.
The disciplinary charge(s) which you are asked to answer is/are: 
Provide details of alleged serious misconduct or further misconduct following a written warning within the previous 12 months. Provide copies of any written evidence (including any investigation report) and names of any witnesses to be called.
At the interview these complaints will be raised with you and you will have the opportunity to reply to them and to state your case.  
The arrangements for the disciplinary hearing are as follows: 
Date: Provide at least 5 working days notice
Time:

Venue:

You have the right to be represented by a trade union representative or fellow worker of your choice at the interview.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the interview who your representative will be.

The Disciplinary Hearing will be heard by myself (Chair), Insert if applicable<[Name] and [Name]>. 

We will be accompanied at the interview by [Name] of the School’s HR service provider.  [Name], Investigating Officer will present the management case <and [Name(s)] will be in attendance as witnesses> insert if applicable.
At the hearing, you will be given the opportunity to put your case in this matter and to call witnesses on your own behalf.  It is your responsibility to arrange the attendance of any witnesses that you wish to call.

Should you wish to submit any documentation, please provide me with a copy at least three days before the date of the hearing.  At the same time, you should also inform me of the name of any witnesses that you intend calling.

You are advised that the School’s Disciplinary Procedure allows for the hearing to proceed in the absence of you or your representative.  Therefore, failure to attend this hearing without a satisfactory explanation may result in the hearing taking place in your absence.

Yours sincerely

[Name]

Head Teacher / Chair of Disciplinary Panel (delete as appropriate)

8. MODEL LETTER CONFIRMING FINAL WRITTEN WARNING 

ISSUED AFTER A STAGE 3 HEARING
This letter should be issued within seven working days of the hearing

Dear [Name],

Final Written Warning
I write to confirm the outcome of the meeting held on [Date] when you were interviewed under Stage 3 of the School's Disciplinary Procedure.  You were represented at the interview by [Enter details of representative]. [Name], from the HR Consultancy, was also in attendance. 
The complaint about your conduct was made in detail as in my letter dated (Enter date) and is summarised as follows.

Provide a summary of misconduct
I have considered the points made by you and on your behalf which were:-

Provide a synopsis of the Employees defence and mitigating circumstances
I told you that your conduct was not satisfactory and that you are to be issued with this final written warning under Stage 3 of the School's Disciplinary Procedure.  This warning will remain current for a period of twelve months.

Provide details of future standards expected of the employee

If there is no improvement or further misconduct occurs you may be subject to further disciplinary action which could lead to your dismissal under Stage 4 of the Disciplinary Procedure. 
You have the right to appeal against this decision.  Any appeal should be made in writing, giving the grounds of your appeal to [Enter name/designation of appropriate person - Please refer to Paragraph 10.3 of Chapter 10 of the School’s HR Handbook] within seven working days of the receipt of this letter.
Yours sincerely,

[Name]
Head Teacher / Designated Governor (Delete as appropriate)

9. MODEL LETTER FOR A STAGE 4 DISCIPLINARY HEARING
Dear [Name]

Notice of Stage 4 Disciplinary Hearing

I require that you attend an interview under Stage 4 of the School’s Disciplinary Procedure on [Date, time and venue].
The disciplinary charge(s) which you are asked to answer is/are: 
Provide details of alleged gross misconduct or further misconduct following a final written warning within the previous 12 months. Provide copies of any written evidence (including any investigation report) and names of any witnesses to be called.
At the interview these complaints will be raised with you and you will have the opportunity to reply to them and to state your case.  
You have the right to be represented by a trade union representative or fellow worker of your choice at the interview.  It is your responsibility to arrange the attendance of your representative, but it would be of help to me if you would let me know before the interview who your representative will be.

The Disciplinary Hearing will be chaired by myself <and my colleagues [Name] and [Name]. We will be accompanied at the interview by [Name] of the School’s HR service provider.  [Name], Investigating Officer will present the management case <and [Name(s)] will be in attendance as witnesses> insert if applicable.
At the hearing, you will be given the opportunity to put your case in this matter and to call witnesses on your own behalf.  It is your responsibility to arrange the attendance of any witnesses that you wish to call. I must remind you that if having heard all the available evidence the panel consider that you have committed gross or other serious misconduct we may decide to dismiss you.  The matter is therefore a very serious one for you.
Should you wish to submit any documentation, please provide me with a copy at least three days before the date of the hearing.  At the same time, you should also inform me of the name of any witnesses that you intend calling.

You are advised that the School’s Disciplinary Procedure allows for the hearing to proceed in the absence of you or your representative.  Therefore, failure to attend this hearing without a satisfactory explanation may result in the hearing taking place in your absence.

If the employee is suspended

I confirm that you are to remain on suspension on full pay until the interview notified above.
Yours sincerely

[Name]

Chair of Disciplinary Panel 

cc.   HR&OD Consultancy  

10.  MODEL LETTER OF DISMISSAL/ CONFIRMATION OF SANCTION
This letter should be issued within seven working days of the hearing

Dear [Name] ,

Notice of Dismissal
I write to confirm the decision <given to you at the conclusion of><following the Stage 4 Disciplinary Meeting held on [Date].  At the meeting you were represented by [Name of employee’s representative and designation].  [Name], from the HR Consultancy, was also in attendance. 

The complaint about your conduct was made in detail as in my letter dated (Enter date) and is summarised as follows.

Provide a summary of misconduct
The panel considered fully all the available evidence, together with the representations made by you and on your behalf by [Name of employee’s representative].  
Provide details of any admissions and denials 

On a balance of probabilities it the conclusion of the panel that <further misconduct>< gross misconduct> Delete as appropriate  has occurred.
Enter the appropriate paragraph

For dismissal - gross misconduct

It is our view, therefore that your conduct on [Date of misconduct] amounts to gross misconduct and it is our decision that you be dismissed without notice.  
For dismissal - further misconduct following a final written warning
It is our view, therefore that your conduct on [Date of misconduct] amounts to further misconduct and it is our decision that you be dismissed with notice.  

In arriving at this decision we have taken into account the previous formal warnings against you under Stages 1, 2 and 3 of the Disciplinary procedure which remain on your record.

In accordance with your contract of employment you are given [Insert amount] weeks notice of dismissal, your last day of service with the School / Council being [Date]. You are required to attend work during your period of notice.

For some sanction less than dismissal
It is our view, therefore that your conduct on [Date of misconduct] amounts to misconduct. However, having taken into account the particular circumstances < and your previous service record> Insert if appropriate it is our decision that you will not be dismissed but that [Enter details of the sanction being imposed, based on guidance contained in Paragraph 10.11, Chapter 10 of the HR Handbook].  

In reaching this decision the panel were clear that, should you commit any further misconduct, disciplinary action will be taken which could ultimately result in the termination of your employment.

You have the right to appeal against this decision.  Any appeal should be made in writing, giving the grounds of your appeal to the Chair of Governors within seven working days of the receipt of this letter.
Yours sincerely
[Name]

Chair of Disciplinary Panel

cc   HR&OD Consultancy

11. MODEL SUSPENSION LETTER
Dear [Name]
Suspension
Further to <our meeting><my letter><our telephone conversation> Delete as appropriate on [Date], I am writing to confirm that you are suspended from duty on contractual pay with immediate effect from today.  As has been explained to you, the purpose of the suspension is to allow for a full investigation to be conducted into the allegation of enter outline of concern. [Optional -The alleged incident is also currently being considered by the Child Protection Team]
Your suspension from duty is precautionary, is not punitive and does not imply guilt or blame.   Whilst in force I must ask that you do not come onto work premises, contact clients or colleagues to discuss the reason for the suspension or undertake any other work with the School / Croydon Council. You must of course remain available during this time so that the investigating officer can meet with you. 
Should you have queries you may contact [Name] on [Telephone number], who will act as a point of contact for you within the School.  If he / she is not immediately available you should leave a message for him / her to contact you.  Should you wish to take annual leave during your suspension, this will need to be authorized by the investigating officer.

I understand that this may be a particularly stressful time and therefore the school will consider any reasonable request you may have for counseling which could assist you. Should you wish to make such a request please speak to the person named above.
 
I will advise you once the investigation has been completed.  If, on completion of the investigation, it is necessary for a disciplinary hearing to be arranged, you will be advised in writing of the details and be given an opportunity to prepare and state your case. 

If you have any questions regarding this letter please do no hesitate to contact me.  Please find enclosed a copy of the School’s Disciplinary Procedure which provides further information regarding suspension from work.
I would like to assure you that I will endeavour to ensure that the investigation is completed within the shortest possible timescales in order that this issue can be resolved. 

Yours sincerely
[Name]

[Designation]
Encs. School Disciplinary Procedure

cc.  HR&OD Consultancy
