


[bookmark: _Toc451867890][bookmark: _Toc456693018][DISCIPLINARY INVITE LETTER]
[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]

Strictly Private and Confidential
[Name]
[Address]

[Date]

Dear [Name]
Invitation to a disciplinary hearing 
[I am writing to inform you that the LPC has conducted an investigation into your conduct and as a result, you are required to attend a disciplinary hearing] OR [Further to my letter of [date of notice of investigation letter], I write to confirm that our investigation is complete and you are required to attend a disciplinary hearing].  
The hearing will be held:
On: [DATE]
At: [TIME]
Location: [PLACE]
The hearing will be conducted by [Name, job title].  [Name, position] will also attend [to provide HR guidance/as a note taker]. [Note: amend last sentence as appropriate] 
The purpose of the hearing is to consider whether disciplinary action should be taken against you in respect of alleged [misconduct] OR [gross misconduct]. AND/OR [There are also concerns as to whether the LPC can have trust and confidence in you going forwards.]

[OPTION ONE]
The allegations are: 
[set out details of allegations].  
[OPTION TWO – ONLY INCLUDE IF A COMPLEX CASE AND DETAIL OF ALLEGATIONS SET OUT IN SEPARATE SCHEDULE OR REFERRING TO INVERSTIGATION REPORT] The schedule/investigation report together with copies of relevant witness statements and other documents enclosed with this letter provides full details of the specific allegations. 
We have investigated these allegations and [insert summary of information obtained as a result of investigation e.g. statements, documentary evidence etc].
If there are any further documents you wish to be considered at the hearing, please provide copies of these as soon as possible. If you do not have these documents, please provide details so that they can be obtained.  In addition, if there is anyone that you would like [Name] to consider speaking with as part of their consideration of this matter, please let me know their name(s) as soon as possible and, in any event, before the hearing.
The hearing will be conducted in accordance with the LPC’s Disciplinary Procedure, a copy of which is attached. If you are found guilty of misconduct, you may be issued with [an oral warning] [a first written warning] [a final written warning] [dismissed with notice or pay in lieu of notice]. [Note: delete/amend the yellow highlighted text as appropriate and with reference to the LPC’s disciplinary procedure]
[OPTIONAL: ONLY INCLUDE IF GROSS MISCONDUCT ALLEGED] Please note that if you are found guilty of gross misconduct, you may be dismissed without notice or pay in lieu of notice.
[OPTIONAL: ONLY INCLUDE IF POTENTIAL BREACH OF TRUST AND CONFIDENCE BY EMPLOYEE] If there is a finding that the company cannot have trust and confidence in you going forwards, you may be dismissed with or without notice or pay in lieu of notice.  
You are entitled to bring a colleague or trade union representative to the meeting; please contact me by phone or email [telephone number/email address] as soon as possible to provide their details.
[OPTIONAL: ONLY INCLUDE IF EMPLOYEE IS SUSPENDED] Your suspension on full pay will continue pending the outcome of the disciplinary hearing.
If you have any specific needs at the hearing, or if you have any queries about this letter or the hearing, please do not hesitate to contact me.
Please confirm that you have received this letter and that you will attend the hearing at the time stated above.  
Yours sincerely
[Name]
[Title]
On behalf of [X] LPC 
Enc: 
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