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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Notification of an investigation – Suspension from Duty (if applicable)
Further to our meeting on (date) and in accordance with the Council’s disciplinary procedure (copy enclosed) at which you were accompanied by your (name of TU rep or co-worker)/at which you chose not to be accompanied, I now write to confirm that an investigation is to be carried out into the allegation(s) that on the (give dates if known) you:

1.( List allegations here)
Option 1

I will conduct an investigation into the above allegations and any other related matters that may arise.

Option 2 – (potential gross misconduct – alternative to suspension)
These allegations, if upheld may be regarded as gross misconduct as per the Council/school’s disciplinary procedure and may result in your dismissal.  As discussed at the meeting due to the seriousness of the allegations I considered suspension from duty.  However, in accordance with the procedure I considered alternatives to suspension and have decided you will….

Option 3 – (potential gross misconduct – suspension)
As discussed at the meeting and after considering all options, I concluded that, the allegation(s) were sufficiently serious to warrant suspension from duty with immediate effect and until further notice. Whilst suspended we will continue to pay your salary in the normal way, including any contractual benefits. 

The principal reason for the suspension is that (reason).  Such alleged inappropriate action, if upheld, may constitute gross misconduct and may result in dismissal.

I would like to stress that suspension does not constitute disciplinary action and does not imply any assumption that you are guilty of any misconduct.  The purpose of the suspension is to protect the employee and the employer, to allow a full investigation, and to establish the facts and is to be regarded as a neutral act. I can confirm that at the meeting you handed in your ID card and any keys/mobile phone you had in your possession or arrangements were made for you to hand them to (name) (list any other actions e.g. suspension of access to computer.)   I instructed you not to enter Westmorland and Furness Council premises/school premises without prior permission from me therefore please contact me if you need to collect any personal items from your place of work.

I must also highlight that as your contract of employment is still in force you remain bound by all your terms and conditions of employment.  As such, you must not disclose any confidential information or undertake other paid employment which conflicts with your current working pattern as you must be available to attend meetings at any time during normal working hours.  If you are unavailable to attend a meeting, for an exceptional reason, please advise me without delay. You are required to request annual leave in the normal way and follow the sickness absence reporting procedure as necessary. 
Your suspension from duty will continue until the investigation has been concluded.  The suspension will be reviewed on an ongoing basis, and in light of any new information which is forthcoming.   I have arranged for (name) to keep in touch with you on a regular basis and to be the main point of contact on behalf of Westmorland and Furness Council/the school during the period of suspension.  If this is not acceptable please let me know in writing with reasons and I shall consider an alternative and let you know as soon as I can.

All letters

I will contact you shortly to arrange a suitable time and venue to meet with you.  At this meeting, you will be given the opportunity to respond to the allegations and their implications fully.  You must co-operate with the investigation by:

· Putting forward your own account and explanation of events

· Answering my questions fully, openly and honestly

· Advising me of any witnesses and/or documentary evidence to be to be taken into account

You are entitled to bring a trade union representative or work colleague (provided they are not directly involved in the matters under investigation) to any meetings held as part of the investigation.  

You must keep all matters related to this investigation confidential and must not discuss these with anyone other than your trade union representative or work colleague or other individual identified to support you during this process.  This does not prevent you from conducting normal social contact with colleagues on subjects unrelated to this investigation.

The purpose of an investigation is to establish the facts, and this investigation will be given a high priority.  If there are delays in progressing the investigation you will be kept informed.

A decision as to whether disciplinary proceedings will be necessary will be made when the investigation is completed. If a disciplinary meeting is to be held, you will be informed of the details in writing including the alleged grounds for disciplinary action.

I fully appreciate that whilst this investigation is continuing, you and those close to you may find it a stressful period.  Support is available via Occupational Health or via your line manager.  Other organisations offering support can be found in the Wellbeing Support and Resources on the People Management pages on the Council’s website. 
Yours sincerely 

(Signature)
Name Surname
Job title
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