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Alternative to Suspension


Dear <name of employee>
Suspension - Temporary Transfer

I refer to our conversation on <insert date> when I suspended you from your post of <insert post title> due to allegations of <details of allegation(s)> having been raised against you. You were offered and accepted a transfer to <add details> as an alternative to suspension. 

The transfer is not a disciplinary measure and therefore does not mean that you have been, or will be, found guilty of any particular offence or act of misconduct.

During the period of your transfer to an alternative work location you will be paid your contractual salary and will report to <name, post title>.
You must not attend your former place of work, or any of the Council’s other establishments and offices without my prior authorisation. Failure to comply with this term of your transfer may be regarded as an act of gross misconduct and may result in disciplinary action. 

You should be available to attend meetings, including fact finding investigation meetings with the Investigating Officer, as required, within your normal working hours and any failure to attend may lead to disciplinary action. In the event that you become unfit for work or unable to attend any necessary meetings due to sickness, you will no longer be entitled to full pay but may be entitled to sick pay in accordance with the Council’s Sick Pay entitlement.

You will be informed of the outcome of the investigation, and whether the transfer will continue.  Should no disciplinary hearing be required your return to your normal place of work will be discussed with you. If the outcome of the investigation requires you to attend a disciplinary hearing, then you will be informed of the date and time of the hearing and your transfer will continue.

You will be kept informed of developments at regular intervals if the transfer continues. If you require any further support during this time please speak to your manager.

Please contact me if you have any questions regarding this letter.

Yours sincerely

Designated Officer
Employee Notification of Suspension


Dear <name of employee>
Suspension from work

I refer to our conversation on <insert date> when I suspended you from your post of <insert post title> due to allegations of <details of allegation(s)> having been raised against you.

We have considered whether suspension is a necessary step in the circumstances of this case. Following consideration of alternatives, we have concluded that this is the most appropriate action at this time, subject to on-going reviews. The suspension is not a disciplinary measure and therefore does not mean that you have been, or will be, found guilty of any particular offence or act of misconduct.

The suspension is with full pay and you remain in employment with the Council. You should therefore be available to attend meetings, as required, within your normal working hours and any failure to attend may lead to a suspension of pay and/or disciplinary action. In the event that you become unfit for work or unable to attend any necessary meetings due to sickness, you will no longer be entitled to full pay but may be entitled to sick pay in accordance with the Council’s Sick Pay entitlement.

You will be informed of the outcome of the investigation, and whether the suspension will continue.  Should no disciplinary hearing be required your return to work will be discussed with you. If the outcome of the investigation requires you to attend a disciplinary hearing, then you will be informed of the date and time of the hearing and your suspension will continue.

While suspended you must not attend your place of work, or any of the Council's other establishments and offices, or attempt to act on behalf of the Council, unless specifically instructed to do so. Failure to comply with this term of your suspension may be regarded as an act of gross misconduct and may result in disciplinary action. 

You will be kept informed of developments at regular intervals if the suspension continues. If you require any further support during this time please speak to your manager.

Please contact me if you have any questions regarding this letter.

Yours sincerely

Designated Officer
Suspension Arrangements for Leave and Sickness Absence


Dear <name of employee>
Suspension

	For inclusion where the employee has been granted leave while on suspension

Further to my letter dated <insert date> confirming your suspension from work I write to advise that your suspension will be lifted for the period of your annual leave (and school closure where appropriate) from <insert date> to <insert date>.

Thereafter, and with effect from <insert date> the period of suspension will be reinstated and will continue to be on full pay.

Any actions by you that occur during the time that your suspension is lifted may be considered as evidence and may therefore be considered for the purposes of the ongoing disciplinary proceedings.

	

	For inclusion where the employee is absent due to sickness while on suspension

Further to my letter dated <insert date> confirming your suspension from work and my subsequent letter dated <insert date> confirming continuation of your period of suspension, I write to advise that your suspension will be lifted for the period of your ill health, which commenced on <insert date>.

Thereafter, the period of suspension will be reinstated and will continue to be on full pay.

Any actions by you that occur during the time that your suspension is lifted may be considered as evidence and may therefore be considered for the purposes of the ongoing disciplinary proceedings.

	


Yours sincerely

Designated Officer
Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee of an alternative to suspension.








Disciplinary Guidance: This model letter should be used by the designated officer to notify an employee of their suspension from work








Disciplinary Guidance: This model letter should be used by the designated officer for leave and sickness absence arrangements during suspension
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