Annex F  - Sample letters

Misconduct

1 Request to attend a formal disciplinary meeting

2 Letter stating outcome of Stage (1, 2 or 3) formal disciplinary hearing

Suspension

3 Letter notifying suspension

Appeal

4 Letter notifying an appeal hearing

5 Letter notifying outcome of appeal hearing

1: Request to attend a formal disciplinary
    meeting

Sent in duplicate by the headteacher or the clerk to the governing body

Date ................ (at least 10 clear school days’ notice)

Dear .........................

FORMAL (STAGE 1,2 or3) DISCIPLINARY MEETING

I am writing to advise you that as a result of my (an) investigation into allegations that (set out summary details of the alleged misconduct), you are required to attend a formal disciplinary hearing.

The hearing will take place on (date) at (place) at (time) am/pm.  It will be conducted by me ((if headteacher, line manager or a disciplinary committee of the governing body).
You have the right to be accompanied by a companion, who may be another employee, a representative of your trade union or professional association.  If your representative is unable to attend the hearing at the time given above, you may propose another date and time for the meeting to take place.  Any alternative date must be on or before (date of the fifth working day after the (proposed meeting date).
You also have the right to produce written statements and to invite witnesses to give evidence in support of your case.  You should ensure that copies of any written statements upon which you wish to rely at the hearing are given to me 5 days before the hearing, together with the names of any witnesses that will be attending on your behalf.

I (The Headteacher/Line Manager if it is a governors hearing) will be calling the following witnesses to the hearing……(names) ( The Headteacher/line manager will be co-presenting with add name of co-presenter  at a governors hearing)
I enclose an indexed bundle of statements and other documents on which I (the Headteacher/Line Manager if a governors hearing) will be relying at the hearing)

(Finally I wish to remind you that you are already subject to a (first/final) written warning [for a stage 3 warning only – I must inform you that the outcome of the disciplinary meeting may be that you are dismissed from your employment at the school]).
If there is any aspect of this letter, or of the disciplinary procedure, to the extent that it applies to you that you do not understand, please contact me.

As acknowledgement of receipt of this letter, please sign and return to me the enclosed copy. Failure to return the copy does not invalidate any possible subsequent disciplinary procedures.

Yours sincerely

(typed name)

Headteacher/Line Manager/Clerk to the governing body

encl.

CC: DB

LA 

2: Letter stating outcome of formal disciplinary 
    meeting

Sent in duplicate by the headteacher or the clerk to the governing body

Date ................ (within 5 school days’ of meeting)

Dear .........................

OUTCOME OF STAGE (1,2 or3)  FORMAL DISCIPLINARY MEETING

Following the formal disciplinary hearing held on ...........................(date)), I write to confirm that (I /the committee)has determined that:

1 (One of the following:

· the allegations against you have not been proven and no further action will be taken; or

· the allegations made against you were deemed to be substantiated;
 or

· the following allegations (give details) have been upheld against you but (I /the committee)concluded that allegations that you (give details) were not proven)

(Record the findings of fact reached by the Headteacher/committee and the reasons for reaching the decision)
Where there has been misconduct…………….

As a result of (my/the committee’s) decision that you (give details of misconduct), (I/ the committee) have/has decided that

· (you should receive a first/final written warning, and this letter constitutes notice of the same). 

· (you are to be dismissed and your employment terminated with effect from (date))

· (no formal action will be taken on this occasion but I/ the committee requires you to (details of standards of conduct required) and remind(s) you that failure to maintain such standards may result in further disciplinary action being taken against you). 

The warning will remain on your file for (12/24 months /permanently) from this date.

You have the right to appeal against this decision.  If you wish to appeal, you must submit a written statement of appeal to the Clerk to Governors by (10 school days from date of the hearing )  Any appeal will be heard by (Committee of the Governing Body/ the Governing Body’s Appeals Committee).

If there is any aspect of this letter you do not understand or on which you require further clarification, please contact me.

As acknowledgement of receipt of this letter, please sign and return to me the enclosed copy within 5 clear school days. Failure to return the copy does not invalidate any possible subsequent disciplinary procedures.

Yours sincerely

(typed name)

Headteacher/Clerk to the governing body

encl.

CC: DB

LA

3: Letter notifying suspension

Sent in duplicate by the chair of the governing body

Date ................

Dear .........................

NOTIFICATION OF SUSPENSION

It is with regret that I write to inform you that you have been suspended from your work at the school with effect from ............................. You will receive your full pay throughout the period of your suspension.

Your suspension has been occasioned by [the need to investigate] the following allegations made against you/incident in which you were involved .......................

Your suspension is a neutral act and does not imply that any decisions have been taken regarding the allegations made against you. However we advise you to arrange for a member of your professional association to support you during the suspension period. I have asked .......................... (names)* to keep you informed of the general activities taking place at the school until your suspension is terminated.

I shall keep you informed of the progress of the investigations and notify you once they are completed and invite you to a meeting where you will be informed of the next steps. You may be accompanied by a companion at that meeting.

You are not permitted under any circumstances to visit the school without the prior permission of the headteacher or chair of the governing body. If any of your personal possessions still remain on the site, you should telephone the headteacher in order to make a convenient appointment to come into school to collect them.

As acknowledgement of receipt of this letter, please sign and return to me the enclosed copy within 5 clear school days. Failure to return the copy does not invalidate any possible subsequent disciplinary procedures.

Yours sincerely

(typed name)

Chair of the governing body

encl.

CC: DB

LA 

*This would normally be a colleague on the staff.

4: Letter notifying an appeal hearing

Sent in duplicate by the clerk to the governing body

Date ................ (at least 10 clear school days’ notice)

Dear .........................

APPEAL COMMITTEE HEARING

In response to your letter of .......................(date) stating that you wish to appeal against the decision of the disciplinary committee of the governing body notified to you on ...................... (date), I write to inform you that the appeal hearing will be held at ......... (time) on ...........(date) and be in ......... (place). (The appeal committee shall meet within 15 school days of receipt of written notice of appeal.) The procedures to be followed during the appeal hearing are the same as those used during the disciplinary hearing.

During the meeting you may be accompanied by a companion, who may be a member of a union or professional association.  The Chair of the first committee will be accompanied by (name) and the headteacher will be accompanied by ...................... (names)(this may be the same name)
I enclose an index of the documents to be presented to the appeal committee. This index lists all the documents which were considered by the disciplinary committee and new documents which the headteacher (or appropriate person) intends to present to the appeal committee. I enclose copies of all the documents.

If you wish to submit any new papers please send these to me as soon as possible.

The following information should be supplied to me as soon as possible and no later than 5 school days before the date of the hearing:

1 the name of any companion who will be with you during the hearing;

2 any new written evidence or relevant documents you wish to be considered;

3 the names of all witnesses you intend to call, together with copies of any new statements.

The headteacher will be calling the following witnesses to the hearing ...............(names)

The names of the governors who will be serving on the appeal committee are ...........................(names)

As acknowledgement of receipt of this letter, please sign and return to me the enclosed copy. Failure to return the copy does not invalidate the proceedings of the appeal hearing.

Yours sincerely

(typed name)

Clerk to the governing body

encl.

CC: DB

LA

5: Letter stating outcome of appeal hearing

Sent in duplicate by the clerk to the governing body

Date …………………(within 5 SD of the hearing)
Dear ……………………………….

OUTCOME OF APPEAL HEARING

Following the appeal hearing held on …………………………. (date) attended by ……………….... (names), I write to inform you of the outcome of the hearing. 

On the evidence presented to the Appeal Committee, it was found that ……………….(it is important to detail the findings of fact and reasons for reaching the decision ).

On the evidence presented to the committee it was decided that:

(One of the following:)
· The decision made by the Disciplinary Committee is upheld and your dismissal is confirmed;

(Legal advice must be sought on the composition of this letter.)

· The decision made by the disciplinary committee is upheld but that the penalty imposed will be reduced to ……………………… (state sanctions to be imposed.)
· The appeal committee decided not to uphold the decision of the Disciplinary Committee. Therefore no further action will be taken and the matter is closed.

The decision of the Appeal Committee is final.

Yours sincerely

(typed name under signature)

Chair of Appeal Committee

cc. Headteacher

Union representative

LA

Diocesan Board

