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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Disciplinary Meeting

I write to inform you that further to investigations into the following allegation(s) I consider there is a case to answer and have therefore arranged to hold a formal Disciplinary Meeting, in accordance with the Council/School’s Disciplinary Procedure. 

The meeting will take place on [date] at [time] at [venue]. You are required to attend this meeting and you are entitled to be accompanied by a Trade Union Representative or a Work colleague.  I attach a copy of the full investigation including witness statements and supporting documentation for your information.   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.  
The purpose of the Disciplinary Meeting is to consider your alleged misconduct/behaviour regarding:
· (List the allegations).  

Option 1 (where allegations do not constitute gross misconduct)
Name Senior Manager/headteacher (if they have not been previously involved)/Staffing Committee of the Governing Body will consider the range of disciplinary actions or penalties up to final written warning.

Option 2 (where potential for gross misconduct)

I am obliged to inform you that the allegation(s) being made are serious and if substantiated may amount to gross misconduct, and as such may result in your dismissal.
Name Senior Manager will be accompanied by Name another Senior Manager.  In a school setting the meeting will be conducted by the Staffing Committee of the Governing Body.

All letters
A note taker (name) will also be present to facilitate the proceedings and keep an accurate record of the meeting.  

The format for the meeting is detailed in the Disciplinary Procedure Guidance, which I attach for your information. 

(Name) Manager/Headteacher/Investigating Officer will present the report and the following witnesses who have provided statements will be called:

· Name of witnesses and job titles
At the meeting you and your representative may ask questions on the report and to any witnesses.

You will have the opportunity to state your case and call witnesses. You may wish to produce a statement of case, including copies of witness statements which you will rely on at the meeting.  Please include the names and status of any witnesses you intend to bring to the meeting within your statement.  A copy of your statement of case is to be sent to me not less than 5 working days in advance of the meeting.  

Insert if employee is suspended

Your suspension on full pay shall continue pending the outcome of the disciplinary meeting.
If you have any queries about the meeting, or if you require any reasonable adjustments to be made in order to attend and take part in the meeting, please let me know.

Please could you confirm your attendance to (name) on telephone  (.)  along with the name of who will be accompanying you, if appropriate, and the names and status of any witnesses that you intend to call.

I must advise you that should you fail to attend the meeting due to sickness then you must provide, prior to the meeting, a medical certificate from your doctor specifically stating that you cannot attend the meeting due to sickness.  A general medical certificate covering the day in question is not sufficient.  In these circumstances the manager meeting the case will make a decision to proceed with the meeting in your absence or defer the meeting.

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 your line manager. Other organisations offering support can be found at Employee information - Health and Wellbeing - Wellbeing support and resources | Westmorland and Furness Council
Yours sincerely 

(Signature)
Name Surname
Job title
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