MODEL LETTER 2
Notification of Suspension

Private & Confidential

[Name]

[Address]

[Date]

Dear

I am writing to confirm that you have been suspended from work on full pay pending an investigation into an allegation(s) of gross misconduct on your part.

The allegation(s) is/are [insert/list allegations; checking framing of allegations with HR advisor].

OR

The specific allegation(s) was/were outlined in my letter dated [insert date].
Please note, you are suspended from attending your workplace and from carrying out your duties pending the disciplinary process with effect from the date of this letter. During this period of suspension you should not return to your work premises and/or carry out duties connected with work until this matter has been resolved. Your contract will, however, remain in force – during suspension, you will be paid your normal pay on condition that you remain available during normal working hours and at the required notice to attend for interview(s) or to other meetings relating to this matter. Any periods during which you will not be available, including reporting ill health should be notified to your line manager for approval as with any other absence from work.  This notification should be via the post or by telephone; you should not call at the workplace in person.

Please also note, suspension is not a disciplinary sanction and your suspension will be reviewed as appropriate and may be lifted during the disciplinary process. You will be kept informed of proceedings in writing following this review.
Should this case proceed to a formal disciplinary hearing, this/these allegation(s) may be considered as gross misconduct and therefore, if found to be true, could result in your dismissal from the school and from the City Council’s employment.

I must advise you that during the period of suspension and whilst any ongoing investigations are proceeding you should refrain from discussing these issues with work colleagues.  However should you have any queries regarding the procedure or any welfare issues please contact [insert name and contact details of designated person] who will be able to provide support. Further support can be obtained from the City Council’s Employee Assistance Programme by contacting PAM Assist on 0800 882 4102.
I enclose a copy of the Disciplinary Procedure with this letter and ask that you familiarise yourself with your rights under the procedure, particularly in relation to suspension.

OR

A copy of the Disciplinary Procedure was sent to you with my letter dated [date] and I ask that you familiarise yourself with your rights under the procedure, particularly in relation to suspension.

Please contact me if you wish for a copy of this letter to be sent to your trade union representative, providing details of where copies should be sent.

School Support Staff Only 

During your period of suspension annual leave should be taken in accordance with the normal procedures and should be approved in the normal way.  You should be aware that the provision for the carry-over of annual leave from one leave year to the next is five days.

Yours sincerely

Head Teacher

Enc

Copies to:   
Chair of Governors



School’s HR Advisor


Investigating Officer
