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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Investigatory Meeting

Option 1

Further to my previous letter I am writing to advise you that I will 

Option 2

I have been appointed to 

All letters

conduct an investigation into the allegations detailed below and any other related matters that may arise. (use the wording from the manager/headteacher’s letter).

My role is to gather evidence and prepare a report of my findings, indicating whether or not the alleged misconduct may have occurred.

I would therefore like to meet with you to discuss the above on (date/time/venue). 
At the interview 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 an explanation of events

· Answering my questions fully, openly and honestly

· Advising me of any witnesses and/or documentary evidence you wish 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.  Please inform me prior to the meeting who will be accompanying you.

I also enclose a guide as to what to expect at an investigatory meeting which I hope you find useful.

If you require any reasonable adjustments in order to attend and take part in the meeting please let me know.

Please contact me to confirm your attendance at this meeting. 

Yours sincerely 

(Signature)
Name Surname
Job title
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