APPENDIX A 

MODEL LETTER

Notice of Suspension 

Dear 

SUSPENSION FROM DUTY

Further to the meeting today (in the presence of …..), I confirm the decision made to or I write to inform you of my decision to suspend you from duty in accordance with the Council's Disciplinary Procedure, copy attached.

This is to enable investigations to take place into complaints/ allegations that you …………………………………………… You will be given the opportunity to be interviewed as part of this process. It is envisaged that these investigations will take approximately … (eg 10) days to complete and you will be notified of any further action, including disciplinary action which may be instigated at that time. 

During your suspension on full pay, you should not visit any Council facilities or contact any colleagues which could in any way be seen to obstruct the investigation. Other than to see your trade union representative, if there is a need to visit facilities or speak to colleagues you should contact …………………………………… in the first instance, to enable appropriate arrangements to be made. 

As a suspended employee you should remain at home on normal pay and you must not undertake any other paid employment during the hours you would have been at work if you had not been suspended. You should note that any breach of this obligation may result in your dismissal on grounds of gross misconduct. 

Yours sincerely

APPENDIX B 

MODEL LETTER 

Notice of Continuing Suspension

Dear

CONTINUED SUSPENSION FROM DUTY 

With reference to my letter of …………………………….., concerning your suspension from duty, I must advise you that the investigation has not yet been completed and it will be necessary to extend the period of suspension for a further 14 days. The conditions outlined in my previous letter will, of course, still apply. 

Yours sincerely 

APPENDIX C

MODEL LETTER 

Notice of Disciplinary Hearing

Dear 

I am writing to inform you that you are required to attend a Disciplinary Hearing which will be held in accordance with the Council's Disciplinary Procedure (copy attached). The Hearing will take place on ……(date)…. at……(time)…………….. in ………(location)…………… 

The Hearing will be conducted by ……….(name and title)………., who will be advised by ……….. (name and title)………….. 

The Hearing will consider the following allegations:

(list allegation(s)) 

Management's case will be presented by ….(myself/name and title)……., [and I/he/she will be assisted by (name and title)]. 

The attached documents will be presented at the hearing and/or in accordance with the Disciplinary Procedure all documentary evidence must be exchanged three working days before the disciplinary hearing. I will be sending you the following documents as soon as possible. or I do not intend to present any documentary evidence and (names (and titles if appropriate) will be called as witnesses. 

or

I do not intend to call any witnesses. You are entitled to be represented by a Trade Union representative or work colleague. You also have the right to call witnesses (for whom you should make arrangements) and to present documentary evidence in support of your defence. If you wish to do so, then copies of documents and the names of witnesses should be submitted to me by no later than …..(date)…….. (I must inform you that this/these allegation(s) constitute(s) gross misconduct and if proven may result in your dismissal.) 

Yours sincerely

APPENDIX D

MODEL LETTER

Notice of Written Warning or Final Written Warning 

Dear

DISCIPLINARY HEARING

I am writing with reference to the Disciplinary Hearing held on ……(date)……. At the Hearing I was advised by …(name)…… and you were represented by ….(name)……. The Hearing considered the allegation(s) that: 

(list allegation(s)) 

After listening carefully to the evidence given and to your response to the allegation(s), 

(and as communicated to you at the end of the Hearing), 

I came to the conclusion that the allegation(s) was/were substantiated. 

(Expand reasoning where appropriate, including principal facts taken into account/extent standards not met) 

(I took into account that you had previously been disciplined for failing to ………………….. On that occasion you were told that further instances of this kind would not be tolerated and you were given a written warning). My decision is that you 

· Be given a written warning/final written warning 

· Be given a first and final written warning 

· Be transferred to another position and/or location without loss of remuneration. 

· Have the following alteration in the level/nature of your duties and responsibilities/place of work, with or without loss of pay · be relegated to an appointment at a lower remuneration 

· Forfeit your forthcoming annual increment. 

This warning will be disregarded for disciplinary purposes after a period of ……. months/years provided your conduct improves. 

or 

This (first and final written) warning is not subject to a time limit and will remain on your file indefinitely. 

I also attach the following conditions to your continuing employment/expect the following satisfactory conduct to be maintained. 

(list any limitations/conditions to be achieved within (timescale)) 

I must caution you that any breach of these conditions/further misconduct) will lead to further disciplinary action being instigated against you which could lead to your dismissal. 

You have the right of appeal against this decision and if you wish to exercise this you should write to ……………………………… 

within ten working days of the date of this letter stating the grounds for your appeal. 

Yours sincerely 

APPENDIX E

MODEL LETTER

Notice of Dismissal

Dear 

DISCIPLINARY HEARING

I am writing with reference to the Disciplinary Hearing held on ……(date)… At the Hearing, I was advised by …………. And you were represented by ……………….. The Hearing considered the allegation(s) that: 

(list allegation(s)) 

After listening carefully to the evidence given and to your response to the allegation(s), 

(and as communicated to you at the end of the Hearing), 

I came to the conclusion that the allegation(s) was/were substantiated.

(Expand reasoning where appropriate, including principal facts taken into account/extent standards not met). 

(I took into account that you have previously been disciplined for failing to ……….. On that occasion you were told that further instances of this kind would not be tolerated and you were given a first and final/final written warning). My decision is that you be

Dismissed with effect from ……………. Your conditions of service entitle you to ….. week/months notice and your service will therefore terminate on ……………… The Head of Exchequer Services will make the necessary arrangements to pay you accordingly. (You do not, therefore, need to return to work) 

Or

These allegations constitute gross misconduct. On the basis of the evidence presented I found the allegations proven. I took full account of your mitigating circumstances(list them) nonetheless I found that they did not outweigh the seriousness of your actions. I have therefore decided that you should be dismissed from the Council's service with immediate effect on the grounds of gross misconduct. 

(The appropriate deductions will be made for …………… (eg recovery of costs, for car loan, Post entry training scheme, unauthorised absence by the failure to provide medical certification from ………………..). The Head of Exchequer Services will take the appropriate action to recover these costs). 

(I am aware that you presently have in your possession equipment belonging to the Council which you will need to return and that you will also need to recover personal items from your workplace. Please contact ……………… concerning this matter so that suitable arrangements may be made.) 

You have the right of appeal against this decision and if you wish to exercise this right you should write to …………….. within ten working days of the date of this letter stating the grounds for your appeal. 

Yours sincerely 

