


Letter from Decision Maker (DM) (Chair of governing body’s Staff Disciplinary Panel) to employee informing of decision to suspend whilst further investigation is undertaken in potential gross misconduct cases. Advice should be sought from the HR Caseworker prior to decision being made.
This may be presented to the employee and explained by the headteacher, on behalf of the DM. It is important that the headteacher does not express any opinion regarding the case, or potential outcome. The headteacher may be the investigator in this case.


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

[Date]




Dear [insert name],

Subject: Suspension 

Further to [our meeting/your meeting with [name]] today [insert alternative wording required to fit the situation], I am writing to confirm that you have been suspended from work on full pay, pending investigation into allegation(s) of potential gross misconduct on your part.

Based on the facts established to date, the allegation(s) against you are:
 

1. [insert allegation]

2. [Insert allegation]

3. Etc.

You are suspended under the School’s Disciplinary Procedure from attending your workplace and from carrying out your duties, with effect from the date of this letter. During this period of suspension, you should not return to school and/or carry out duties connected with work until this matter has been resolved. 

Your contract will, however, remain in force during the period of suspension and 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 other meetings as required. Any periods during which you will not be available e.g. other leave, should be requested through your line manager for approval, as with any other absence from the workplace.  This notification should be via the post, email or by telephone; you should not call at the workplace in person.

For any authorised periods of absence from work e.g. sickness or annual leave, the suspension will automatically be lifted to allow the absence to take place. At the end of the absence period, the suspension will automatically be reimposed.   

[bookmark: _Hlk175742963]The suspension is not a disciplinary sanction and does not imply any assumption of guilt. Your suspension will be reviewed, as appropriate, throughout the disciplinary process. I can confirm that the next review of your suspension will take place on [insert date – usually one month from previous letter date, please allow for school holiday periods], or sooner should circumstances change. You will be kept informed of the outcome, following each review, or if the suspension is to be lifted at any time. 

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

During this period of suspension and throughout the disciplinary process, you should refrain from discussing these matters with work colleagues and, also, through the use of any 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 queries regarding the procedure, please contact [insert HR Caseworker name & contact details], or for any welfare support requirements please contact [insert support person name & contact details].   
 
If you are still in possession of any IT or other School equipment e.g. work mobile, laptop, keys, security ID or other work related belongings or documentation, please ensure that these items are returned to me without delay by [insert date] during this period of suspension [or detail arrangements made to recover these from employee].  

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. 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 Disciplinary Procedure and Guidance with this letter and ask that you familiarise yourself with these documents, particularly in relation to suspension.

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

Yours sincerely, 

[Insert name]
[Insert title – Chair of Governors/Chair of Staff Disciplinary Panel]  
  

ac. [insert name] Headteacher
[insert name] HR Caseworker

Enc. Disciplinary Procedure 
        Disciplinary Guidance
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