


[bookmark: _Toc456693017][LETTER ADVISING EMPLOYEE OF DISCIPLINARY INVESTIGATION]
[Yellow highlights: to be completed before the document is provided to the employee. Please amend, insert appropriate wording or remove as applicable.]
[Green highlights: guidance. Please contact Clyde & Co LLP for further legal advice if required. If available, choose between two or more options set out and delete as appropriate.] 
[Red highlights: suspension. Only include wording where the LPC wishes to suspend the employee and this is permitted in accordance with the LPC’s Disciplinary Policy. Please note suspension should be avoided except in instances of serious misconduct where there may be a potential threat to the LPC or other employees or if it is not possible to properly investigate the allegation if the employee remains at work (e.g. because they may destroy evidence or attempt to influence witnesses).  It is not appropriate to suspend without pay as this would be considered a disciplinary sanction implying that a decision has already been taken. Please contact Clyde & Co LLP for further legal advice if required.]


[ON LPC HEADED PAPER]

[Name]
[Address]
[Date]

Dear [Name]
Disciplinary investigation 

[OPTION ONE – ONLY USE IF THE EMPLOYEE IS SUSPENDED] [I write to confirm that you have been suspended from work until further notice pending an investigation into an allegation that [insert details of what investigation relates to]. 
[OPTION TWO] I write to confirm that we are conducting an investigation into allegations that [insert details of what investigation relates to].  
Should any further allegations come to light during our investigations, these may be added to the remit of our investigation.
The investigating manager is [Name, job title].  The aim of the investigation is to establish the facts of the matter by gathering information. It is currently expected that the investigation will be completed by [date].  However, this timeframe may be extended or shortened depending on the progress of the investigation.
You are required to co-operate fully with our investigations. 
[OPTION ONE] [Name] may invite you to attend an investigation meeting to discuss the matter and so that you can explain your version of events.  If this is the case, you will be informed of the date and time of the meeting in advance.
If you know of any documents or information that you think will be relevant to the matters under investigation, please let me know as soon as possible.  
[OPTION TWO – ONLY IF  INVESTIGATORY MEETING WITH THE EMPLOYEE IS TO BE HELD] 
Investigatory meeting
You are invited to attend an investigatory meeting so that [Name] may discuss the matter with you and you can explain your version of events.  The meeting will be held:
On: [DATE]
At: [TIME]
Location: [PLACE]
The meeting will be conducted by [Name, job title].  [[Name, job title] will also attend to provide HR guidance/as a note taker.] [Note: it is advised that another individual be present at the meeting to act in a HR capacity or to simply take a note of the meeting.]
[Given this is an investigatory meeting and not a disciplinary meeting, you do not have the right to be accompanied] OR [If you wish you may be accompanied by a colleague. Should you wish to bring a companion, please contact me by phone or email [telephone number/email address] as soon as possible to provide their details.] [Note: There is no statutory right to be accompanied at an investigatory meeting but check the LPC’s Disciplinary Policy regarding attendance of companions as this may give such a right. If dealing with disabled employees, bear in mind the need to make reasonable adjustments. This may include allowing a disabled employee to be accompanied at an investigatory meeting if the presence of the companion would help overcome a substantial disadvantage caused by the disability.]
If you know of any documents or information that you think will be relevant to the matters under investigation, please bring them with you. It would also be helpful if you could send copies to me in advance of the meeting.  
Please confirm that you will attend the investigatory meeting at the time stated above. A copy of our Disciplinary Procedure is enclosed.  [END OF OPTION TWO]
Suspension 
As set out above, given the nature and seriousness of the allegations, we have decided that it is appropriate to suspend you with effect from today's date whilst we investigate the allegations. You will continue to receive full salary and benefits during your suspension. 
This does not mean that any decision has already been taken and suspension is not a disciplinary sanction.  We will keep this under review and will aim to ensure that your period of suspension is no longer than necessary. Your suspension may be lifted at any time.   
[OPTIONAL: ONLY INCLUDE IF AN AGREED STATEMENT IS NEEDED IN THE PARTICULAR CIRCUMSTANCES] For the duration of these investigations, the following statement will be used in response to any enquiries from employees and third parties including contracting pharmacies: 
[insert details of agreed statement e.g. "[name] has taken a period of leave from work for personal reasons. We will keep you updated on their expected return date. Please refer any queries you may receive to [name].]”
Please note that the following out of office message is also being enabled on your email account:
"Thank you for your email. I am currently out of office. If you require assistance, please re-direct your query to [name] at the following address:
[EMAIL ADDRESS]"
Your employment shall continue throughout the investigation/suspension. You therefore remain bound by your terms and conditions of employment. 
Save for attendance at any investigatory or disciplinary meetings and any follow up meetings, you are not required to carry out any of your duties and you should not attend the workplace unless authorised by [Name] to do so.  You must not communicate with any of our employees, contractors or clients unless authorised by [Name] to do so. However, you are required to be available to answer any work-related queries from [Name].
[OPTIONAL: TO BE AMENDED AS APPROPRIATE] You will retain your mobile telephone in order that you can be contacted by [Name], but your email account has been suspended and you will not have access to our computer system during your suspension.
Next steps
When the investigation is completed, we will write to inform you of the outcome.  If it is found that there is a case to answer, you will be informed of the reasons for this and invited to a disciplinary hearing. You will have the opportunity to state your case at the hearing, in accordance with the Disciplinary Procedure.  
Confidentiality
This investigation process and the allegations being explored are of course confidential.  Accordingly, please ensure that you do not speak with any other member of staff about the allegations without [Name's] prior permission.  Any breach of confidentiality may be considered to be a disciplinary matter.
If you have any further questions, please do not hesitate to contact me.
Yours sincerely



[Name]
[Title] 
On behalf of [X] LPC
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