THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO CONFIRM SUSPENSION PENDING COMPLETION OF A DISCIPLINARY INVESTIGATION




Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]
[bookmark: _GoBack]

[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
SUSPENSION PENDING DISCIPLINARY INVESTIGATION

Following our investigatory meeting, I confirm that you are suspended from work on full pay with effect from [INSERT DATE] until further notice pending further investigation into [INSERT DETAILS OF ALLEGATION/S]. We reserve the right to change or add to these allegations as appropriate in light of our investigation. Please note that suspension is not a form of disciplinary sanction and we aim to ensure that the period of suspension is no longer than necessary.  

After the investigation has been carried out, I will confirm whether a disciplinary hearing is to be held. 

Please let me know as soon as possible if you think that there is any information or documentation that might be relevant to the investigation. Similarly, if you think that there are any witnesses who can provide relevant information, please let me know who they are.  

During your suspension you will be paid as normal and will be entitled to the usual contractual benefits. In the same way, you will still be bound by your terms and conditions of employment. You must co-operate with the investigation and attend interviews if asked to do so.

During the period of suspension you must not:

· [bookmark: _DV_C42][bookmark: _DV_M264]Contact colleagues other than in connection with arranging for a colleague to accompany you at any disciplinary hearing that may follow the investigation.  If you wish to do so, in the first instance you must contact [INSERT NAME] at [INSERT OFFICE];

· Contact any existing or prospective customers or suppliers; or

· Attend any company premises.

Please do not hesitate to contact me if you have any questions about the terms of this letter. 

Yours sincerely 




[INSERT NAME]
[INSERT POSITION]

