[bookmark: _GoBack]APPENDIX 16F – EMPLOYERS’ HANDBOOK (Remove comments in red and insert details for individual in areas highlighted in grey.)

SAMPLE LETTER TO BE SENT BY THE EMPLOYER, SETTING OUT THE REASONS FOR THE PROPOSED DISMISSAL OR ACTION OTHER THAN DISMISSAL AND ARRANGING THE MEETING (FOR THE STATUTORY PROCEDURE)

Date ______________________________________________

Dear ______________________________________________

I am writing to invite you to attend a disciplinary meeting on ______________________ at __________ am/pm which is to be held in _____________________________.

_______________________________________ [insert organisation’s name] is considering dismissing you or taking disciplinary action [enter proposed action] against you.

This action is being considered in the following circumstances. [SET OUT THE BASIS OF THE ALLEGATION AND A SUMMARY OF INFORMATION OBTAINED AS A RESULT OF INVESTIGATIONS INTO THE ALLEGATION]

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[I enclose an investigation report, which sets out further detail of the allegations. If there are any further documents you wish to be considered at the hearing, please provide copies as soon as possible. If you do not have those documents, please provide details so that they can be obtained.]

[The hearing will be held in accordance with the disciplinary procedure which is attached. If you are found guilty of misconduct we may decide to [issue you with a written warning or a final written warning OR dismiss you with notice or pay in lieu of notice]. [If you are found guilty of gross misconduct, you may be dismissed without notice or pay in lieu of notice.]
The hearing will be conducted by [NAME] and the following people will also be present: [GIVE NAMES OR JOB ROLES OF PARTICIPANTS]. You are entitled to be accompanied by a work colleague or trade union representative. If you wish to bring a colleague or trade union representative, please let me know their name as soon as possible.

[Your suspension on full pay will continue pending the outcome of the disciplinary hearing.]
Please confirm that you have received this letter and that you will attend at the time stated above. If for any unavoidable reason you or your companion cannot attend at that time please contact me as soon as possible. Please note that under our disciplinary procedure we expect you to make your best efforts to attend this meeting.  If your companion is not available on the date suggested, we expect you to propose a further date within 5 working days of the date suggested. If you are not available on the date suggested, we will arrange another meeting with you within a reasonable period.
If you have any specific needs at the hearing as a result of a disability, or if you have any other questions, please also contact me as soon as possible.
Yours sincerely



____________________________ Manager
*The wording should be amended as appropriate
