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Employee Invitation to Disciplinary Hearing

Dear <name of employee>
Disciplinary Hearing

Following my letter dated <date>, <name of IO>, the Investigating Officer has completed their investigation and I have now received the investigation report. I have enclosed a copy for your records.
Having considered the details of the report I have decided that there are grounds for a Disciplinary Hearing to consider the allegations of <insert misconduct or gross misconduct>. The details of the allegations are that you:

1. <insert details, incl. dates and times>
2. <insert details, incl. dates and times>
I am now writing to confirm that a disciplinary hearing has been arranged to take place on <date> at <time> in <venue>. I will be the chair of the hearing and the meeting will be attended by <name of HR representative  You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined. >, HR, and <name of note taker>, note taker. The Investigating Officer, <name of IO>, will also be attending part of the meeting.
You have the right to be represented at the hearing by a Trade Union representative or another representative of your choice. Please note that it is your responsibility to arrange for the attendance of your representative. I would be grateful if you could inform me prior to the hearing who will be representing you.

You may also call witnesses should you so wish. Please let me know the names of any witnesses you wish to call, at least 24 hours prior to the date of the hearing so that I may arrange, if they are employees, for their attendance at the hearing. Please note that I may be seeking an explanation, prior to the hearing, regarding the relevance of a witness’ attendance.

Please also submit to me, any reports or written evidence that you intend to present, at least 24 hours prior to the date of the hearing. Those reports and other written evidence will be made available, through me, without comment, to the Investigating Officer and the attending HR representative.

Please confirm your attendance at the hearing as soon as possible.

Include where the allegations are considered to be potential gross misconduct

Please note that if following the disciplinary hearing and careful consideration of all the facts the allegations of gross misconduct are found to be confirmed, you may be dismissed as a result. In case of dismissal you will have a right of appeal, details of the process will be confirmed to you in writing.

Include where the allegations are not considered to be potential gross misconduct

Please note that if following the disciplinary hearing and careful consideration of all the facts the allegations of misconduct are found to be confirmed, the decision on the appropriate sanction will take into consideration any live disciplinary warning, which you may previously been issued with. Due to the cumulative effect this may lead to your dismissal. In case of dismissal you will have a right of appeal, details of the process will be confirmed to you in writing.

Include as appropriate where the employee is suspended or transferred

Please also note that you remain suspended on full contractual pay until you are informed of the outcome of the disciplinary hearing.

Please also note that you remain on transfer until you are informed of the outcome of the disciplinary hearing.

Yours sincerely

 

Designated Officer
Witness Invitation to Disciplinary Hearing


Dear <name of employee>
You have been called as a witness to attend a disciplinary hearing on <insert date> at <insert time> at <insert place>. This hearing has been arranged to hear evidence and make a decision about <name of employee(s)> conduct in the workplace <on <date of allegations>>.
We are calling you to give evidence at the hearing because you have already assisted us with the investigation.
You will be required to give evidence and answer any questions that are put to you by <name of employee> or their representative, myself as chair of the hearing or the HR representative.
You may wish to be accompanied at this meeting by a workplace colleague or a trade union representative.

We appreciate that giving evidence as a witness may not be easy for you. However, your evidence is important in this case and we are grateful for your assistance in this matter. If you cannot attend the scheduled hearing for any reason, I would be grateful if you could let me know as soon as possible. It would also be helpful if you could let me know by <insert date> whether or not you will be accompanied.

I would be grateful if you could keep this matter confidential and not discuss it with your colleagues. If you have any questions or concerns, please do not hesitate to contact me.

Yours sincerely

 

Designated Officer
cc.
<insert name>
Employee Outcome of Hearing – No Sanction


Dear <name of employee>
Disciplinary Hearing

(take out if not applicable)I refer to your attendance at a disciplinary hearing in (insert venue), which was also attended by <insert name of employee’s representative>, who accompanied you, the investigating officer <insert name> and <HR representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable)I refer to your attendance at a disciplinary hearing in <insert venue>, which was also attended by the investigating officer <insert name> and < HR representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.

The allegations of misconduct, as set out in my letter dated (insert date), were that you:

· Insert details of allegations (use exactly the same wording as used in the invitation to disciplinary hearing letter)
· …

(take out if not applicable)Having carefully considered all the information available to me and having taken into account your written and verbal statements, during the investigation and during our discussions at the hearing, including those made on your behalf by your representative, I have concluded that no disciplinary sanctions will be issued on this occasion. 
(take out if not applicable)Having carefully considered all the information available to me and having taken into account your written and verbal statements, and our discussions at the hearing, I have concluded that no disciplinary sanctions will be issued on this occasion. 
I have informed your manager accordingly, who will arrange a meeting with you to discuss <insert your return to work/any concerns you may have/any support you may require>.

(take out if not applicable)Please note that a copy of this letter has also been provided to your representative.

Yours sincerely

 

<insert name>

<insert job title>
cc. <insert names>
Employee Outcome of Hearing – Oral Warning


Dear <name of employee>
Disciplinary Hearing

(take out if not applicable)I refer to your attendance at a disciplinary hearing in <insert venue>, which was also attended by <insert name of employee’s representative>, who accompanied you, the investigating officer <insert name> and <HR representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable)I refer to your attendance at a disciplinary hearing in <insert venue>, which was also attended by the investigating officer <insert name> and <HR  representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.
The allegations of misconduct, as set out in my letter dated <insert date>, were that you:

· Insert details of allegations (use exactly the same wording as used in the invitation to disciplinary hearing letter)
· …

(take out if not applicable)Having carefully considered all the information available to me and having discussed the matter fully at the hearing, and having taken your explanations into account, I have concluded that your conduct warrants a formal Oral Warning. This will be placed on your personal file for a period of 6 months from the date of the hearing.

The organisation now requires you to make immediate, substantial and sustained levels of improvement in [Enter detail]. I must stress that a repeat of similar misconduct may result in further disciplinary action being taken against you.
(take out if not applicable)Please note that I have also made the following recommendations to <insert name or your management>:

<insert details on what has been recommended>
You have a right of appeal against my decision to issue you with a formal oral warning. If you wish to exercise that right, you must submit your appeal in writing to <insert name and job title; either Director of Service or nominee>, within 10 days of your receipt of this letter. Your letter should outline the reasons for the appeal.

(take out if not applicable)The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable)The (Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable)The Scottish Social Services Council (SSSC) will be informed accordingly.

(take out if not applicable)Please note that a copy of this letter has also been provided to your representative.

Yours sincerely

 

<insert name>
<insert job title>
cc.
<insert names>
Employee Outcome of Hearing – Written Warning


Dear <name of employee>
Disciplinary Hearing

(take out if not applicable)I refer to your attendance at a disciplinary hearing in <insert venue>, which was also attended by <insert name of employee’s representative>, who accompanied you, the investigating officer <insert name> and <HR representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable)I refer to your attendance at a disciplinary hearing in <insert venue>, which was also attended by the investigating officer <insert name> and < Hr representative insert name>, HR. This letter confirms my decision following the disciplinary hearing. I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.
The allegations of <insert misconduct or gross misconduct>, as set out in my letter dated <insert date>, were that you:

· Insert details of allegations (use exactly the same wording as used in the invitation to disciplinary hearing letter)
· …

(take out if not applicable)Having carefully considered all the information available to me and having discussed the matter fully at the hearing, and having taken your explanations into account, I have concluded that your conduct warrants a Written Warning. This will be placed on your personal file for a period of 9 months from the date of the hearing.

(take out if not applicable)Having carefully considered all the information available to me and having discussed the matter fully at the hearing, and having taken your explanations into account, I have concluded that your conduct warrants a Written Warning. This is in accordance with the Highland Council’s Disciplinary Procedure following your current formal oral warning which was issued following an earlier disciplinary hearing held on (insert date). This will be placed on your personal file for a period of 9 months from the date of the hearing.

The organisation now requires you to make immediate, substantial and sustained levels of improvement in [Enter detail]. I must stress that a repeat of similar misconduct may result in further disciplinary action being taken against you.
(take out if not applicable)Please note that I have also made the following recommendations to <insert name or your management>:

<insert details on what has been recommended>
You have a right of appeal against my decision to issue you with a written warning. If you wish to exercise that right, you must submit your appeal in writing to (insert name and job title; either Director of Service or nominee), within 10 days of your receipt of this letter. Your letter should outline the reasons for the appeal.

(take out if not applicable)The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable)The Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable)The Scottish Social Services Council (SSSC) will be informed accordingly.

(take out if not applicable)Please note that a copy of this letter has also been provided to your representative.

Yours sincerely

 

<insert name>

<insert job title>
cc.
<insert names>
Employee Outcome of Hearing – Final Written Warning


Dear «insert name»
Disciplinary Hearing

(take out if not applicable) I refer to your attendance at a disciplinary hearing in (insert venue), which was also attended by (insert name of employee’s representative), who accompanied you, the investigating officer (insert name) and (HR representative insert name), HR. This letter confirms my decision following the disciplinary hearing and provides you with more detail on the conclusions.  I have enclosed a copy of the notes of the meeting for your records.

(take out if not applicable) I refer to your attendance at a disciplinary hearing in (insert venue), which was also attended by the investigating officer (insert name) and (HR representative insert name), HR. This letter confirms my decision following the disciplinary hearing and provides you with more detail on the conclusions.  I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined. The allegations of (insert misconduct or gross misconduct), as set out in my letter dated «insert date», were that you:

· Insert details of allegations (use exactly the same wording as used in the invitation to disciplinary hearing letter)

· …

(take out if not applicable) Having carefully considered all the information available to me and having taken into account your written and verbal statements, during the investigation and the hearing, including those made on your behalf by your representative, I have concluded that your conduct warrants a Final Written Warning. This will be placed on your personal file for a period of 12 months from the date of the hearing.

(take out if not applicable) Having carefully considered all the information available to me and having taken into account your written and verbal statements, during the investigation and the hearing, I have concluded that your conduct warrants a Final Written Warning. This will be placed on your personal file for a period of 12 months from the date of the hearing.

My decision has taken into consideration the following:

(take out or amend the following as appropriate)

· You have admitted to [Enter detail]
· I believe that [Enter detail]
· I am satisfied that [Enter detail]
· I took into consideration your previous disciplinary record and the fact that you have a current written warning on your personal record which was issued to you on [Enter date] for [Enter details of the previous final written warning that the dismissal is linked to].
· You have failed to provide any mitigating factors.

· In mitigation, I have taken into consideration the fact that [Enter detail].
The organisation now requires you to make immediate, substantial and sustained levels of improvement in [Enter detail]. I must stress that a repeat of similar misconduct may result in further disciplinary action being taken against you.
(take out if not applicable) Please note that I have also made the following recommendations to (insert name or your management):

(insert details on what has been recommended)
You have a right of appeal against my decision to issue you with a final written warning. If you wish to exercise that right, you must submit your appeal in writing to either Service Director or other appropriate Designated Officer for the attention of the Appeals Sub-Committee, within 10 days of your receipt of this letter. Your letter should outline the reasons for the appeal.

(take out if not applicable)The General Teaching Council for Scotland (GTCS) will be informed accordingly.

(take out if not applicable)The (Nursing and Midwifery Council (NMC) will be informed accordingly.

(take out if not applicable)The Scottish Social Services Council (SSSC) will be informed accordingly.

(take out if not applicable)Please note that a copy of this letter has also been provided to your representative.

Yours sincerely

 

«insert name»
«insert job title»
cc.
«insert names»
Employee Outcome of Hearing – Dismissal


Dear <name of employee>
Disciplinary Hearing

Include where the employee is represented or accompanied 

I refer to your attendance at a disciplinary hearing in <insert name>, which was also attended by <name of employee's representative>, who accompanied you, the investigating officer <insert name of IO> and «name of HR representative», HR. This letter confirms my decision following the disciplinary hearing and provides you with more detail on the conclusions.  I have enclosed a copy of the notes of the meeting for your records.

Include where the employee is not represented or accompanied

I refer to your attendance at a disciplinary hearing in <venue>, which was also attended by the investigating officer <name of IO> and <name of HR representative>, HR. This letter confirms my decision following the disciplinary hearing and provides you with more detail on the conclusions.  I have enclosed a copy of the notes of the meeting for your records. You were given the opportunity of being accompanied by a Trade Union representative or another representative of your choice, which you declined.

The allegations of <<insert misconduct or gross misconduct>> you faced, as set out in my letter dated <insert date>, were that you:

· Insert details of allegations (use exactly the same wording as used in the invitation to disciplinary hearing letter)

· …

Having carefully considered all the information available to me and having taken into account your written and verbal statements, during the investigation and the hearing, I have concluded that your conduct warrants dismissal from your post of <job title>.

The decision to dismiss you has taken into consideration the following:

Include the following as appropriate

· You have admitted to [Enter detail]
· I believe that [Enter detail]
· I am satisfied that [Enter detail]
· I took into consideration your previous disciplinary record and the fact that you have a current final written warning on your personnel record which was issued to you on [Enter date] for [Enter details of the previous final written warning that the dismissal is linked to]
· You have failed to provide any mitigating factors.

· In mitigation, I have taken into consideration the fact that [Enter detail]
Include where dismissal is without notice

Your employment will be terminated with immediate effect from <insert date> (last day of service) and you are not entitled to notice or payment in lieu of notice. Your P45 and payslip will be forwarded in due course and your last pay will include payment for any outstanding annual leave.

Include where dismissal is with notice

Your employment will be terminated with immediate effect from <insert date> (last day of service). The dismissal is with notice and you are entitled to <weeks notice>, which will be paid in lieu, together with any payment due for outstanding annual leave. Your P45 and payslip will be forwarded in due course.

You have a right of appeal against your dismissal.  If you wish to exercise that right, you must submit your appeal in writing to the Service Director or other Appropriate Designated Officer, for the attention of the Appeals Sub-Committee, within 10 days of your receipt of this letter.  Your letter should outline the reasons for the appeal.

Include where appropriate

The General Teaching Council for Scotland (GTCS) will be informed accordingly.

The (Nursing and Midwifery Council (NMC) will be informed accordingly.

The Scottish Social Services Council (SSSC) will be informed accordingly.
Please note that a copy of this letter has also been provided to your representative.

Yours sincerely

 

Designated Officer

cc.
Payroll


<insert names>
Disciplinary Guidance: This model letter should be used by the designated officer to invite the employee to a disciplinary hearing. 








Disciplinary Guidance: This model letter should be used to invite a witness to a disciplinary hearing.








Disciplinary Guidance: This model letter should be used to inform an employee that there is no requirement to issue a disciplinary sanction following a disciplinary hearing








Disciplinary Guidance: This model letter should be used to inform an employee of a formal Oral Warning following a disciplinary hearing





Disciplinary Guidance: This model letter should be used to inform an employee of a Written Warning following a disciplinary hearing








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that the outcome of the hearing is a final written warning








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that the outcome of the hearing is dismissal
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