





Letter from decision maker to employee following initial fact finding meeting, advising that further investigation is required to assist them with their decision making.
This letter should be from the DM, i.e. for misconduct concerns, this letter should be from the headteacher; or, for gross misconduct, this should be from the chair of the governing body’s Staff Disciplinary Panel.


PRIVATE & CONFIDENTIAL				[School logo/contact details]
[Name/address]

[Date]

Dear [insert name],

Subject: Instigation of disciplinary investigation into allegations of [insert – Misconduct or Gross Misconduct]

I write further to the initial fact find meeting that was undertaken with you on [insert date] by [insert name], to ascertain your initial response to the current conduct concerns about you. [Or, if something else has led to raising allegations and instigating an investigation, state what this is e.g. (a) information provided by the police (b) LADO recommendation etc on [insert date],
Having considered the information from the initial fact find, I have taken the decision to instigate a formal disciplinary investigation which will be undertaken by [insert name]. They will be in contact with you in due course to arrange an interview date.
The allegation(s) against you at this stage are: 
1. [insert allegation]
2. [insert allegation]

On receipt of the investigation report, I will determine whether there is a potential case for you to answer and, if this is the case, you will be invited to a formal disciplinary hearing.

Should this case proceed to a formal disciplinary hearing, these allegation(s), if proven, are considered [misconduct and could result in a final written warning] or [gross misconduct and could result in your dismissal from the Council], unless there are acceptable mitigating circumstances.

Although there is no statutory right, you may be accompanied at the investigation interview by a trade union representative or work colleague. This meeting will not be unreasonably delayed if your chosen companion is unavailable on the date of the interview and will go ahead in their absence. 

During this disciplinary investigation process you should refrain from discussing this disciplinary process with work colleagues or through the use of Social Media platforms. You may however speak with your Trade Union representative throughout this process - I refer to Section 27 of the Disciplinary Guidance document. 

Should you have any procedural queries please contact [insert HR Caseworker name & email] or, for any welfare requirements, please contact [insert support person name & contact details].   

For your support, the PAM Assist - Employee Assistance Programme (EAP) is available to you. The EAP is a confidential and free counselling support and practical advice service operated by PAM Assist on behalf of Nottingham City Council. This service is available to all employees and their immediate families and is available 24 hours a day, seven days per week. If you would like to access the service please phone PAM Assist directly on 0800 882 4102. The PAM Assist website can be accessed via www.pamassist.co.uk

I enclose a copy of the School’s Disciplinary Procedure and Disciplinary Guidance and ask that you familiarise yourself with these documents. 

If you require a copy of this letter to be sent to your trade union representative, please provide me your consent and their contact details.   


Yours sincerely,




[insert name of Decision maker] 
Headteacher (for misconduct cases) or Chair of Staff Disciplinary Committee (for gross misconduct)


ac. [insert name] HR Caseworker
        [insert name] Investigator
	
	
Enc: Disciplinary Procedure
      : Disciplinary Guidance 
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