Letter from IO to employee inviting to investigation interview, following DO letter advising that further investigation is required to assist them with their decision making.
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PRIVATE & CONFIDENTIAL



[School logo/contact details]
[Name/address]

[Date]
Dear [insert name],

Re: Disciplinary process – investigation interview

I write further to [insert Deciding Officer’s name] letter dated [insert date],  which  explained that I have been appointed to undertake an investigation into allegations as detailed below. These allegations are considered to constitute potential [misconduct or gross misconduct]
The allegation(s) against you are:
1. [Insert allegation/s] [copy exactly from the Deciding officer’s allegation letter]
2. [Insert allegation/s]

I am now contacting you to arrange an investigation interview on [date] at [time] at [venue, room number, address / MS Teams]. The School is committed to undertaking a thorough and timely investigation and your attendance at this interview is required. Please confirm your attendance by emailing me at [insert email].

The interview is an opportunity for you to respond to the allegation(s) against you and provide your version of events and/or mitigation; you may therefore wish to prioritise you attendance. Please be advised that an investigation interview is not a disciplinary hearing. In preparation for your interview you may want to gather any relevant information, evidence or documentation which may help prompt your recollection of events. 
You may be accompanied at the investigation interview by a Trade Union representative or work colleague, however, the interview will not be unreasonably delayed if your companion is unavailable. If you do wish to be accompanied, please let me know who your chosen companion will be and inform them of the above meeting arrangements.  
If you choose not attend this investigation interview, I will continue with the investigation and present my findings to the Deciding Officer in the absence of any representation from yourself. If you are unable to attend the interview for good reason, please inform me at the earliest opportunity and I will provide an alternative date. 
This is a strictly confidential matter and you should not discuss this with other colleagues. However, it is recognised that you may wish to discuss this confidentially with your trade union, which is permissible. Similarly, employees may seek external support through PAM Assist during the disciplinary process and whilst it is not permissible to disclose information which could identify other employees, it is acknowledged that in seeking support it may be necessary to disclose contextual information  
Should you need to discuss anything in connection with the process please contact [insert HR Caseworker name & email and number] or, for anything in connection with the actual investigation interview, please contact myself on [insert contact details].  

I appreciate that this may be a difficult time and would like to reassure you that the investigation will be dealt with in a confidential and sensitive manner. For your support, Nottingham City Council’s PAM Assist ‘Employee Assistance Programme’ provides a confidential helpline and counselling service; free phone number – 0800 882 4102. The PAM Assist website can be accessed via www.pamassist.co.uk
Please do not hesitate to contact me should you require any clarification about the arrangements for this investigation interview.  

Yours sincerely,

[Insert name]  

Investigator 

Enclosed:

· Disciplinary Procedure 
· Disciplinary Guidance
· Information for employees who are the subject of a disciplinary investigation
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