MODEL LETTER 3

Notification of Hearing

Private and Confidential

[Name]

[Address]

[Date]

Dear

[Name of] School - Disciplinary Procedure

As you are aware, a disciplinary investigation has been underway into an allegations of misconduct/gross misconduct on your part.

The basis for the allegations is/are [insert/list specific allegations to be considered at the hearing].
The Investigating Officer’s report has now been received and it has been concluded that there is a case for you to answer at a formal Disciplinary Hearing.

I am therefore writing to invite you to attend a Disciplinary Hearing to be heard in accordance with the School’s Disciplinary Procedure.  The meeting will be with me and the head teacher/ Staff Dismissal Committee on [insert date] at [insert time].  The hearing will be held at [insert venue]. I will be advised and guided by [insert name] from HR who will also be in attendance.
Within the provisions of the School’s Disciplinary Procedure you are entitled to receive copies of the documents which will be considered at the hearing. I attach, for your information, copies of the following documents:

[list of document]

If there is any documentation you would like to submit to me for consideration / the governors for their consideration (delete as appropriate), will you please let me have this by [date] so that I can circulate copies.

You have the right to be accompanied at the hearing by a trade union representative or a work colleague.  I enclose a copy of this letter and an additional copy of the documentation for you to give to your Trade Union representative if appropriate.

The allegations to be considered do/does constitute misconduct/gross misconduct, and if the allegation is upheld, the maximum possible penalty that may be imposed in the light of the evidence currently available is [insert maximum possible penalty]. 

I intend to call as witnesses [insert names and roles of witness/es] to substantiate the Investigating Officer's report.

You may request witnesses to attend on your behalf where there is a discrepancy over the evidence and you provide me with advance notice of your intention to call witnesses.  If you intend to call any witnesses of fact (i.e. not character references) you must contact me on the above number by [insert date – employee should give a minimum of 3 working days notice of witnesses].
You must take all reasonable steps to attend the disciplinary hearing.  If you are unable to attend the hearing, you should notify me and give the reason for your non-attendance in advance of the hearing.

Yours sincerely

Investigating Officer/Head Teacher [delete as appropriate]
Enc

Copy to:     Children’s Services Human Resources
