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Employee Notification of Investigation by Designated Officer


Dear <name of employee>
Investigation
I write to inform you that I, in my capacity as Designated Officer, have appointed <name of investigating officer> as Investigating Officer to carry out a formal investigation in accordance with the Highland Council’s Disciplinary Procedure into allegations of <insert misconduct or gross misconduct> against you. I have enclosed a copy of the procedure for your information.
The allegations against you are as follows:
· <insert details of the allegations and include dates of alleged incidents>

· <insert details of the allegations and include dates of alleged incidents>

<Name of investigating officer> will contact you in due course to arrange a fact finding interview, which will form part of the investigation. You will be expected to make yourself available for any meeting which may be arranged as part of the investigation, and which will include a meeting or meetings with the investigating officer.
You will be informed of the outcome of the investigation once I have considered the investigation report provided by the investigating officer. If a disciplinary hearing is considered to be appropriate you will be invited to attend a disciplinary hearing, during which you have a right to be accompanied.

Only include the following paragraph where the employee has previously been suspended.
Please note that your suspension on full pay will continue in the meantime.
If you have any questions regarding this letter or want to discuss how we may support you please contact me.
Yours sincerely

Designated Officer

Encl. 

Highland Council Disciplinary Procedure

Employee Notification of Investigation by Investigating Officer

Dear <name of employee>
Investigation
Following <insert name(s)> letter dated <insert date> I am writing to you today to confirm that I have been appointed as Investigating Officer to carry out a formal investigation into the allegations against you.

(take out if not applicable)I will, in due course, be contacting you to arrange a fact finding investigation meeting in accordance with the Council’s Disciplinary Procedure, a copy of which has already been provided to you.
(take out if not applicable)I would now like to invite you to a fact finding investigation interview in accordance with the Council’s Disciplinary Procedure, on <insert date> at <insert time> in <insert venue>. Please confirm to me as soon as possible whether or not you will be able to attend.

You have a right to be accompanied by a Trade Union Representative or any other representative of your choice, who may, if you so wish, speak on your behalf at any investigation meeting with me. It is your responsibility to arrange for the attendance of such a representative.
The aim of the investigation meeting is to establish all relevant facts regarding the allegations against you.
The meeting will also be attended by a note taker, <insert name>.
Following the meeting you will be asked to check and sign your recorded statement. Your statement will form part of the investigation report, which I will submit to the Designated Officer once my investigation is complete. The Designated Officer will consider the report and will make a decision as to whether a disciplinary hearing is required to be arranged. You will be informed in writing of the outcome of these considerations.

If you have any query regarding this letter please contact me on the above telephone number.

Yours sincerely

Investigating Officer
Witness Invitation to Investigation Meeting


Dear <name of employee>
Investigation Meeting
Further to our earlier conversation I am writing to inform you that I have been appointed as Investigating Officer to carry out an investigation into allegations of misconduct against another member of staff.
You have been identified as a potential witness and I am inviting you to attend a fact finding investigation meeting in accordance with the Highland Council’s Disciplinary Procedure on <insert date> at <insert time> in <insert venue>.

You may wish to be accompanied at the meeting by a friend or colleague of your choice. However, they must not themselves be a potential witness in the investigation and will not be able to speak on your behalf. Please note that it is your responsibility to arrange for their attendance.
The meeting will also be attended by a note taker, <insert name>.
Following the meeting you will be asked to check and sign your recorded witness statement. Your witness statement will form part of the investigation report, which I will submit to the Designated Officer once my investigation is complete. 

I would be grateful if you could confirm that you will be available to attend.

Please contact me if you have any queries before the meeting.

Yours sincerely

Investigating Officer

Employee Investigation Outcome – No Disciplinary Hearing

Dear <name of employee>
Investigation

Following my letter dated <insert date>, the Investigating Officer <insert name> has completed <insert his or her> investigation and I have now received the investigation report. Having carefully considered the details of the report I have decided that no disciplinary hearing will be required and no disciplinary action will be taken against you. 
(Include if applicable)Please note that your period of suspension will be lifted with effect from today, <insert date>.

(Include if applicable)Please note that your transfer, which had been put in place as an alternative to suspension, will come to an end once a return to your normal work location has been discussed with your manager.

I have informed your line manager of my decision, who will contact you to arrange a return to work meeting. The events to date may have caused you concern and I would encourage you to discuss any support you may require.

Yours sincerely

Designated Officer
Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that a disciplinary investigation will be carried out. 








Disciplinary Guidance: This model letter should be used by the investigating officer to inform the employee that a disciplinary investigation will be carried out. 








Disciplinary Guidance: This model letter should be used by the investigation officer to invite a witness to an investigation meeting.








Disciplinary Guidance: This model letter should be used by the designated officer to inform the employee that no disciplinary hearing will be required. 
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