


Private and confidential
[Employee name]
[Address]

[Date]

Dear [Name]

Invitation to a disciplinary hearing

Following the conclusion of the investigation into allegations made against you, and in accordance with section 6 of the Disciplinary procedure, I am writing to inform you that you are required to attend a disciplinary hearing on [date *should give 10 working days notice], at [time], in [location].

At this hearing, I will consider the following allegations of misconduct made against you.

· [Insert allegations]* these should match those that the Investigating Manager recommended consideration of disciplinary action*.
I have enclosed a copy of all relevant evidence from the investigation that will be raised at the hearing. We will consider these documents, together with any evidence and submissions from you, during the hearing.  If you would like to submit any documentation for consideration at the hearing please let me have copies, along with the names of any witnesses you wish to bring forward, by no later than 12 noon on [Date * 5 working days prior to the hearing]. 

If you have any questions regarding any of the statements or other evidence, please direct them to [name of HR representative].

I will chair the hearing, [name of HR representative] will be present as the HR representative to advise on any HR procedure and [notetaker] will be present to take notes of the hearing.

You have the right, if you wish, to be accompanied at the meeting by a work colleague or trade union representative not acting in a legal capacity.   I would be grateful if you could confirm your attendance at this meeting and let me know whom, if anyone, you will be bringing as your representative, and if you need any special requirements for the day, by [date]. 


Depending on the facts established at the hearing, the outcome could be any of the following: 

· no formal action being taken 
· disciplinary action being taken against you [including a written warning or a final written warning]
· [your dismissal]* only if appropriate
· some other action

Please note a decision on this will not be made until you have had a full opportunity to put forward your version of events and the hearing has been concluded.

I would like to remind you that this matter is strictly confidential and should not be discussed with colleagues other than your representative.  

I understand this can be an unsettling time and therefore if you wish clarification on any of the details in this letter or anything else around this subject, please do not hesitate to contact [insert name and contact details of your HR representative].  I would also like to remind you of the Employee Assistance Scheme, provided by People Assets Management (PAM Wellness) - 0800 882 4102 - which is a free, confidential helpline available to provide 24 hour support to all staff.


Yours sincerely




[Name Disciplinary Manager* HoD for potential dismissals]
[Job Title]

Cc:	HR; File

Enclosed: 	Copies of documents & statements 
		




