MODEL LETTER 1

Invite to Investigatory Meeting
Private & Confidential

[Name]

[Address]

[Date]

Dear

Investigatory Meeting

Further to the recent discussion you have had with [insert name], I am writing to arrange a time to meet to conduct an investigatory meeting into allegations of misconduct/gross misconduct against you.
In summary, the allegations are [insert details]
I should like to meet with you on [insert date] at [insert time] at [insert venue].
I must advise you that this is an investigatory interview and not a disciplinary interview.  You have the right to be accompanied by a trade union representative or a work colleague at this interview. 

Please contact me on receipt of this letter to confirm your attendance and, if you wish to exercise your right to be accompanied, the name of the person who will be accompanying you at the interview.  Please also confirm if this date and time is not possible so that alternative arrangements can be made.

I must inform you that this meeting will be minuted and, depending on the outcome, a decision will be taken on whether formal disciplinary action will be taken under the School’s Disciplinary Procedure.

Please confirm with me by [date] that you will attend.

Yours sincerely

Investigating Officer/Head Teacher [delete as appropriate]
