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Letter from IO to witnesses – 1st request of investigation interview.
.

PRIVATE & CONFIDENTIAL



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

[Date]
Dear [insert name],

Re: Disciplinary investigation – Witness interview

I have been appointed by [insert Deciding Officer’s name] to investigate allegations about a school employee, under the School’s Disciplinary Procedure (a copy of the procedure is attached for your information). I’m contacting you as a potential witness who may be able to contribute to my investigation. 
I would like to meet with you [date] at [time] at [venue, room number, address, MS Teams] to undertake an investigation interview. Please confirm your attendance by emailing me at [insert email]. 
The School is committed to undertaking a thorough and timely investigation and I would appreciate if you can make every effort to attend. If, however, you are unable to attend the interview for good reason, I will rearrange the appointment at the earliest opportunity.  
I anticipate that the interview could take up to [insert duration] hours. Please ensure you are able to attend for the whole duration of the interview. 
This is a strictly confidential matter and you should not discuss this with other colleagues. However, should you need to discuss anything in connection with the process please contact myself [insert contact details].  

Thank you for your assistance in this investigation.  

Yours sincerely,

[Insert name]  

Investigator 
Enclosed: School’s Disciplinary Procedure 
Rev August 2023

