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The letters are suggested as templates to suit the circumstances but managers are quite welcome to 
amend them when the situation requires it.  
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Guidance for the Investigating Officer 

Introduction 

 The investigatory stage of the disciplinary procedure is an important part to get right to avoid the 
unnecessary stress of misguided disciplinary accusations or genuine disciplinary cases being 
decided unfairly. The investigating officer should ideally have received some training however it 
is recognised that impartiality is the most important factor and so this will not always be possible. 

 The purpose of the investigation is to establish the facts of the case and present these to the 
Headteacher to enable them to make informed decisions as to whether or not to take a case 
forward to the formal stage and a hearing. The investigator may recommend a suitable outcome 
in the report to the Headteacher but it is up to the panel to make the final decision. 

Nomination of the Investigator 

 The Headteacher is delegated by the governors to deal with disciplinary issues and will usually 
appoint the investigator. The investigator should be a senior manager who has not been involved 
or implicated in the case under investigation. 

 Usually, prior to the appointment of an investigator, the manager who was made aware of a 
potential disciplinary matter will have made a very quick basic investigation to establish that there 
is something which needs to be taken further. This manager may also take forward the full 
investigation or pass onto the appointed investigator the facts that have been established so far. 

 If the case is a complex one or if it involves a number of people in the school then it may be 
appropriate to appoint an external person to undertake the investigation. 

 If the case involves the Headteacher then the investigator should be a member of the Trust’s 
senior team or a Trustee. In some cases, it may be advisable to appoint an external investigator 
who is suitably trained and experienced in this work – perhaps an HR adviser or a SIP, depending 
on the allegations. In these cases the lead manager overseeing the case (and to whom the 
investigation report would initially be sent) will usually be the Executive Head or the CEO rather 
than the Headteacher.  

Suspension 

 If at any time during the investigation matters come to light which constitute gross misconduct or 
where the employee’s continued attendance at work could prejudice the case, then it is the duty 
of the investigation officer to discuss this immediately with the lead manager/Headteacher. The 
decision to suspend is a precautionary measure and can only be made by the Headteacher, a 
member of the Trust SLT or (in the case of the CEO) a Trustee. Before suspension is invoked 
consideration should be given to alternative courses of action by the appropriate manager. 

 As it progresses an investigation may show that a suspension should be lifted and consideration 
made of this before the hearing in some cases. The suspension can only be lifted by the Head, a 
member of the Trust SLT, or a Trustee and it is advised that HR advice be taken in these 
circumstances. 

 

Investigatory Interviews 

 The person appointed as the investigator should have the ability to call anyone to interview and if 
necessary have the authority to compel reluctant witnesses. Someone should be present at each 
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investigatory interview to take notes and it should always be stressed that the interview is 
impartial, to establish facts, and not a hearing. 

 There is no right to be accompanied by a colleague or workplace representative at the 
investigation stage however if someone makes a request for this then the investigator should 
weigh up whether it would assist getting good quality, honest information from the interview. It 
is up to the investigator to decide for each interview bearing in mind it should not compromise or 
unduly prolong the investigation. If someone requests to have a legal representative present at 
an investigatory interview it is recommend that this should be refused (please see the disciplinary 
procedure for further guidance). 

 The investigator should normally interview the employee who is the subject of the case first. They 
should be informed of all the allegations as far as they are known at the point of the interview. 
This will also give them an early chance to offer a rebuttal and give the investigator a number of 
lines of investigation to follow and people to interview. 

 The interviews should take place as soon as possible, so that the facts are fresh in the minds of 
the witnesses. 

 The questions for each witness should be planned in advance particularly if corroborating 
evidence is needed. Any primary evidence that needs to be checked should be to hand, i.e. 
timesheets, procedure documents, and financial records. 

 At the end of each interview the witness should be asked to agree the notes taken during the 
meeting as an accurate record, advised that these may be available to the person accused in the 
case. They should also be advised that they may be called as a witness and required to give their 
evidence to the disciplinary hearing if one is called. It is best if the notes are typed up and then 
signed by the witness as a true record of the meeting. 

 It is often helpful to see the person accused a second time as there will inevitably be facts that 
have come out during the investigation which need to be checked. 

 Copies of any paper records which cross check information gained during the investigation should 
be obtained if these are appropriate to the case e.g. time off records, sickness records, to make 
sure that what is being said can be backed up. 

 The interviews should be handled sensitively as witnesses may be nervous about giving up 
information about a colleague, or intimidated if the case is against a member of the management 
team. In the case of the employee under investigation, they may get distressed, in which case a 
short adjournment may be sensible. 

 All witnesses should be seen individually to ensure that there is no interference with evidence. 
Where pupils are asked to provide a statement, they should be separated to minimise the risk of 
collusion between them. 

 Where pupils have reported a matter, it is important to handle the matter sensitively. It may be 
useful to print out a series of open questions for completion by the pupil witness covering all areas 
in question. Pupils should NOT be called as witnesses in disciplinary hearings but in all other cases 
where a statement is relevant to the case then the witness should attend the hearing. In some 
cases it may be useful for the person who accompanied the pupils to the meeting to attend the 
hearing. 

 Check out not only what the employee did or did not do but what is usual practice and expectation 
within the School for the issue in question. 

 If you do not know the employee yourself check with their line manager regarding anything 
unusual for that employee around the time of the alleged incident. For example, had they been 
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off sick, had a bereavement, changed roles or just joined the school, had very little training in the 
job etc. 

 Ensure that all witnesses are aware that if their evidence is material to the case they will be 
required to sign a statement or transcript of the investigation meeting to certify its accuracy and 
consent to share it with the panel and the employee. If the statement is included in the 
information pack the witness will usually be required to attend the disciplinary hearing unless the 
investigator states in the letter to the person facing the allegations that they do not intend to call 
them. In this case the panel and the person facing allegations should be given the opportunity to 
ask for their attendance.  

Assessment and Recommendations 

 The investigator now needs to pull the facts of the case together in a report and make 
recommendations to the Headteacher. 

 The recommendation should be a brief synopsis of the case with a view of whether there is a case 
to answer and, if so, should disciplinary action be taken or is the capability procedure a more 
appropriate course of action. 

 If the investigation has found that there were such mitigating circumstances that any case would 
be very weak, counselling may be a more appropriate recommendation. 

 the investigator needs to consider whether the case points to misconduct or gross misconduct 
and whether it may be appropriate to lift a suspension, if one is in place, or to recommend a 
precautionary suspension if gross misconduct is indicated. 

 The views of the HR adviser, if one has been involved, should be added to the report. 

 It is then up to the Headteacher to decide whether a hearing is necessary on the basis of the 
findings in the report. If the report suggests that there is no case to answer then that is the end of 
the matter. Alternatively, a hearing should be arranged. 

  

Compiling the Pack for the Hearing 

 The report, recommendations, witness statements and any other evidence that will be 
used/presented at the hearing should be put together in a pack for use by the panel. The following 
documents are likely to be required in the information bundle: 

• Contents list – ideally with page numbers for ease of reference 

• The Investigation Report, expanded with more detail if appropriate. 

• A copy of the Disciplinary Procedure. 

• A copy of ‘Guidance for Employees Facing the Disciplinary Procedure’ if not already given. 

• A copy of all correspondence with employee under investigation. 

• The witness statements which are to be used. 

• Corroborating evidence papers. 

 The investigator needs to decide which statements are relevant and will go into the pack. Extracts 
from relevant procedures, letters of complaint or other evidence to back up the case should also 
be included. Once compiled it may be useful to number the pages of the complete pack for ease 
of reference. 

 A copy of the pack will be sent to: 
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• The employee (2 copies if they are to be represented) – giving 5 working days notice in 
advance of the hearing. 

• The person/people hearing the case (3-4 days before the hearing). 

• A personnel adviser (if appropriate) to the panel (3-4 days before the hearing). 

 The investigating/presenting officer will retain a copy. 

 Note: it may be deemed to be an unfair process if all evidence to be used at the hearing is not 
included in the pack and new detail is added later unless 5 days notice can still be given to the 
employee to allow them time to prepare a response. 

At the Hearing 

 The investigator will present the case to the hearing; in doing this the key is that it should be 
focused and clear about the allegations and which facts/statements point to each allegation being 
proven. Witnesses should be brought in to answer questions from the panel or the employee in 
question.  The presentation should keep to the point and make it clear to the witnesses the parts 
of their statements that are relevant to the discussion, it should ask specific questions of the 
witnesses and try to discourage “waffling” which often confuses the picture. 

 Good preparation with notes of reference to the file and its relevant appendices help to keep the 
Chair/Panel informed of where you are up to in the file and point to relevant evidence.  It also 
helps to give confidence in the presentation of the facts. 

 It is useful to show the effect that the employee’s action(s) have had on the service provided to 
pupils or other staff and ultimately the work of the school. An example could be failure to adhere 
to certain procedures which could have had fatal results – this should be pointed out. 

Making the decision 

In order for the sanction to be accepted as fair the Panel will need to ensure their proposed action 
satisfies five cardinal points: 

• Has there been as much investigation as is reasonable in the circumstances? 

• Do the Panel genuinely believe that the employee has committed the misconduct? 

• Have the Panel reasonable grounds on which to sustain that belief? 

• Is the misconduct sufficiently serious to justify the disciplinary decision the Panel are 
contemplating? 

• Is the decision within the band of reasonable responses of a reasonable employer in the 
circumstances? 

Follow up after the case 

 After the hearing the Headteacher or a senior manager should be allocated the responsibility for 
ensuring that the decision of the chair/panel is carried out. The hearing pack should be stored 
confidentially on the personal file in a sealed envelope with the outcome letter.  

 Where a suspended employee is to return to work the Headteacher or a senior manager should 
liaise with relevant section head to ensure that a speedy, well organised return to work takes place 
with training or relevant induction meetings as specified. It will usually help a successful return to 
work if the Employee and their representative or friend is invited to a meeting, perhaps on the 
first day back or the day before returning to work.  
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 There may be management issues that became apparent through the investigation. These should 
be set down in a short report and passed to the Headteacher. 



 YHCLT Disciplinary Management Toolkit 
 September 2018 
  

 Investigation Template report 

  

 Investigation Report – [date]  

 Disciplinary Investigation 

 Employee: [name] 

 Job Title: [title] 

 School/Academy: [name] 

 Introduction  

 Clarify the purpose of the investigation and by whom it was conducted 

 Specific allegations should also be listed here 

  

 Context 
− Background information of the employee – their employment history with the Academy, 

current role, how long held etc 
− Brief outline of how the issue was brought to light 
− Is the employee suspended?  If so state when from, whether redeployed for the duration of 

the investigation or if there are any specific changes in place to allow the investigation to 
take place i.e. line management responsibility removed, taken off usual duties, budget 
responsibility suspended 

− Any previous disciplinary action? Only take into account if they are still valid 
− Key responsibilities of the ‘subject’ of the investigation if relevant  

  

 How the investigation was conducted – scope and coverage 
− Details of the method of the investigation, including a list of those interviewed and what 

each could add to the investigation  - cross ref to their interviews, statements, documents 
inspected and details of other actions taken e.g. personal inspection of site or damage, video 
footage etc. 

− If the investigating officer has not interviewed individuals suggested by the ‘subject’ of the 
investigation the decision should be recorded in this section, including the reasons for this 
e.g. child, character reference only 

  

 Summary of findings from the investigation 
− Organise the findings under each main allegation - avoid pages of continuous text. Break the 

findings up into heading e.g. Working Relationships, Incident 
− Brief description of the events and findings- avoid using vast extracts from the statements 

but cross ref to the page of the statement. Only quote directly from the statements where it 
is necessary, for example, to illustrate the use of language or if the response to a question 
shows a particular disregard for policy or respect for others.  It is the investigator’s 
responsibility to analyse all the statements and draw out all corroborative evidence.  
Interviewees are not always articulate during interviews and the investigator should 
therefore use their own words to concisely convey the findings. 

− Investigators are not just fact finders - it is the investigator’s responsibility to explain what 
the evidence means.  Avoid ‘he said, she said’ reports - the reader should not be left trying 
to establish what all the facts mean. 
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− How significant is the evidence? This should come across in the report 
− Important to note any mitigating factors e.g. behaviours which may have aggravated the 

situation.  
− Using full names throughout the report can be very repetitive - use initials e.g. Joe Bloggs 

(JB) - always quote full name and job title the first time they are mentioned within the report 
- initials thereafter.  

− In addition to the specific allegations the report should include any patterns of behaviour 
that may have some relevance.  

 

 Conclusion  
− This is where the investigator provides an overall fact based opinion on a) the evidence to 

support the allegations and b) the strength of the evidence.  
− Support the conclusions with the strongest evidence without repeating the text in the main 

body of the report (where possible) - the conclusions should be clear and concise.  
− Identify to the reader the strengths and weaknesses in the evidence - emphasising the 

importance of any issues and where evidence can be open to different interpretation / 
scenarios. 

− Draw out key facts which demonstrate particular breaches of policy e.g. Financial 
Regulations, Academy policies & procedures etc. 

  

 Legal implications [often completed by HR] 
− Explain any breach in law and provide copies if appropriate of the regulation.  
− Explain the implication of employment law – e.g. if this could be considered as gross 

misconduct, explain what that is and the implications if the panel believes it is proven.(HR 
help might be appropriate with this section).    

− Explain whether key mitigation means a finding of gross misconduct could be unfair.  

  

 Recommendation 
− Evidence demonstrates that it is necessary to take Disciplinary action, the recommendation 

is to go to a  Disciplinary Hearing 
− Recommendation of the investigator if a warning is recommended or in cases of gross 

misconduct or cumulative misconduct following a final written warning then recommend 
dismissal  

− Emphasise that the decision if ultimately for the panel to make after listening to all the 
evidence provided by the employee as well as the report and presentation by the 
investigator.   

 END OF REPORT 

 [Name & Job Title ] Investigating Officer Date: 
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 Checklist for disciplinary investigations 

  

 Investigation – once it has been determined that a disciplinary investigation is required  

 It would be normally appropriate to carry out a fact finding investigation prior to starting this disciplinary investigation.  

 Notes – date 
completed  

 Purpose of the investigation: 

• To establish the facts of the case  
• To determine if further action is required e.g. professional counselling or a disciplinary investigation   

  

 Upon being appointed as investigating officer:   

• Determine what level of investigation is needed – look at what information has already been provided, what is missing?   

• Consider precautionary suspension and review as facts come to light   

• Use the notes for the investigator in HR handbook as a guide.   

• Consider how much HR advice/support you need, depending on complexity; call and discuss prior to starting.    

• Has the employee had a copy of the Disciplinary Policy?   

• Decide who you need to interview and in which order. Usually employee under investigation first.   

• Will you need other witness statements?   

 As the investigation progresses:    

 Check room booking/availability – confidential and discreet especially if the employee is suspended    
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 Invitation to investigation meeting to the employee concerned; verbal invitation OK for witnesses   

 Have you given the individual being investigated the right of representation? If they want a friend, (not union rep or colleague) 
take advice.  

  

 Have you given enough notice of the investigation meeting as per Disciplinary Policy?   

 Arrange a note taker or HR rep to support and take notes.   

 Develop questions – who, what, why, where, when, how (use of open questions at first then gradually probing down to closed).   

 Obtain copies of documents relating to the investigation, these could include the following if relevant to the case:   

• Job Description   

• Contract of Employment   

• Copies of all relevant policies e.g. Disciplinary, Employee Code of Conduct,   

• Copies of timesheets, logs, diaries, CCTV footage, IT usage   

• Relevant correspondence   

• Financial records   

• Training records.    

• Reviews, Appraisal records   

• Notes from other relevant meetings   
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• Sickness records   

• Other witness statements   

 Establish any mitigating circumstance – is the employee ill, dealing with other changes, anything going on at home, training 
needs? 

  

 After interviews have notes typed up   

 Send copies of notes to witnesses, witness should sign and return a copy to you. Employee does not need to sign – they will be 
able to amend when they get the pack if it proceeds to a hearing.  

  

 Make witness aware that their statement may be included in formal action and that they may be required to attend a hearing 
as a witness 

  

 Arrange second/follow up interviews if necessary to check facts/raise new information   

 Drafting the report   

 Do you have all the facts of the case? Following investigation, do the allegations remain the same? If not change them    

 Consider what outcome you will recommend – hearing, no case to answer, informal action? You do not have to make a 
recommendation but if you do, then make it clear the final decision rests with the panel.  

  

 Consider what mitigating factors have been presented – are they relevant? Present a balanced view of the evidence for/against 
allegations being proven.  

  

 Prepare report – with HR advice if needed. Obtain HR advice on legal implications part of the report   

 Reconsider if suspension is still appropriate – if appropriate it could be lifted prior to any hearing; take advice.    
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 Hearing   

 Prepare documents for pack in a logical order   

 Check all relevant documents are included in the pack – (difficult to change later)   

 Decide who you will you call as witness(es), notify them and ensure they have a copy of their statement.    

 Arrange date for hearing – check availability of HR, panel, union rep, key witnesses, note taker/clerk    

 Draft the letter of invitation to the hearing or ask HR to assist with it, confirm the allegations.    

 Send the pack to the employee according to the notice given in the Disciplinary Policy – hand deliver or 1st class post to be 
signed for. Check it has been received using tracking bar code if posted. 

 Send it securely to panel members and HR in good time to read it all. Have a copy available for the note taker.  

  

 Prepare your case – notes for appendices, what could have happened? Cross-reference with appendices and page numbers of 
the pack. Practice presenting it – particularly if its your first time!  

  

 After the hearing consider if there is anything you need to make the Head aware of – what has been learned? Management 
practice that may need reviewing, prepare a short report if needed.  

 Plan return to work if a suspended employee is returning – in line with panel recommendations if any.  

  

 If the employee appeals the original report will be referred to the appeal panel with the appeal documents. In many cases it is 
helpful to submit a management response to the appeal, responding to claims made in the appeal – but depending on the 
reasons for appeal.  
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Template Letters 

Notice of Formal Investigation 

PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear (name) 

 Re: Notice of Formal Investigation 

 I write with regard to our meeting on (insert date) where your performance / level of conduct (delete 
as appropriate) was discussed.  I would like to confirm that my intention is to initiate a formal 
investigation into your conduct with the regard to the following allegations: 

1. # *[provide brief details of the case e.g. You failed to provide information in line with the 
deadline linked to your appraisal discussion.] 

2. # *[e.g. You failed to provide data sets by the deadline set thereby resulting in delays to the 
whole school submission.] 

 As a *[e.g. senior manager in the school], I must remind you that unprofessional conduct is not 
acceptable within our school, and it is my duty to investigate allegations of this nature  formally in line 
with our capability / disciplinary procedure (delete as appropriate) – a copy of which is attached.  

 The investigating officer will be *[name] who will contact you separately to arrange the first meeting. 
You will be welcome to bring a union representative or colleague to the meeting however if they are 
unavailable the meeting will not be able to be postponed to accommodate their attendance. 

 The investigating officer will also be interviewing key witnesses and producing a report of their 
findings. If the investigation leads to finding information which supports the allegations raised then 
the case will be referred to the Headteacher / Senior Leadership Team / Deputy Headteacher (delete 
or insert as appropriate) for consideration and potentially further action in line with the appropriate 
policy. At that stage you would have the right to be accompanied by a trade union representative or 
a workplace colleague. 

  

 Yours sincerely 

  

[Manager/Headteacher/Governor] 
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 Notice of Disciplinary Investigation Meeting 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear (name)  

  

 Disciplinary Investigation Meeting 

 I write to advise you that following your meeting on (insert date) with (name) the Headteacher has 
appointed me as the Investigating officer to investigate the following allegations and you are now 
required to attend a disciplinary investigation meeting on (date) at (time) at (location (if suspended 
use neutral venue if possible)) to discuss your own views of the situation. The allegations are as 
follows: 

  
1. # *[provide brief details of the case e.g. You failed to provide information in line with the deadline 

linked to your appraisal discussion.] 
2. # *[e.g. You failed to provide data sets by the deadline set thereby resulting in delays to the whole 

school submission.] 
  
 The investigation will be conducted in accordance with the disciplinary procedure a copy of which is 

attached. I will consider your response to the allegations as well as evidence provided by the 
(Headteacher/ line manager) 

  
 I need to reassure you that this is an investigation meeting and not a hearing. It is to enable me to 

establish the facts, to hear your account of events and for you to raise any other issues which you 
consider relevant. This is so that it can be determined whether or not there is a case to answer. 

  
 If the investigation finds that there is a case to answer, then a disciplinary hearing would be arranged. 

(alter depending on allegation) If the allegations were to be proven at the hearing, this may constitute 
Gross Misconduct which could lead to your dismissal. 

  
 If you want to suggest that I speak to other colleagues then please let me know their names so that I 

can make arrangements to meet them on the same day. 
  
 You may ask a work colleague or trade union representative to accompany you if you wish but I am 

unable to delay the meeting by more than *[days eg 2 days] to facilitate their attendance. It would be 
helpful if you could let me know who your representative will be and confirm your attendance by 
(date). 

 Yours sincerely, 

 Investigating Officer  
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 Precautionary Suspension Letter 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I write to confirm that following an allegation of # (specific details of the allegations) it has been 
decided to suspend you from duty as a precautionary measure, with immediate effect, in order that a 
full investigation can take place. 

 I wish to emphasise that this suspension is precautionary and is not prejudicial in any way to the 
outcome of any enquiries, but is in the best interest of yourself, by taking you out of a difficult 
situation, and the school. You will continue to receive normal contractual pay, but must not visit the 
school, any client (e.g. parents/pupils) of the school nor discuss the matter with anyone who is an 
employee or is connected with the school during this time. 

 If you fall sick whilst on suspension, normal sickness reporting procedures will apply. Therefore you 
must notify the Headteacher on the first day of illness. You will then be deemed to be on sick leave 
pending your return to fitness. 

 You should also ensure that, if you wish to take annual leave whilst on suspension, you first seek 
authority from the Headteacher. 

 During suspension, you will be required to attend any investigatory interview or hearing arranged by 
the school. At the final hearing you are entitled to be represented by a work colleague or a 
representative of your Trade Union. You may also request to have a representative accompany you to 
an investigatory meeting although this may be refused if it proves difficult to arrange this at the right 
time and this would unduly delay the proceedings. I attach a copy of the disciplinary policy for your 
information. 

 I also enclose a guide to staff facing a disciplinary procedure which includes guidance on suspension 
to help you understand what will happen. 

 Should you have any queries about the procedure to be followed you should contact # at # telephone 
# (name and details of the investigator at the school). 

  

 Yours sincerely 

  

 

 Headteacher/Chair of Governors/Director. 

 Enc  

 Disciplinary Policy 

 Guidance for Employees facing the Disciplinary Procedure 
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 Notice of Disciplinary Hearing 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I write to advise you that following the investigatory interview held on #(date), you are now required 
to attend a disciplinary hearing. 

 The hearing will be held in accordance with the organisation’s disciplinary procedure and will hear 
evidence presented by # (investigating officer) regarding the following allegations: 

  i) # 

  ii) # 

 If proven this would constitute # (Misconduct/Gross Misconduct). 

 The hearing will be heard by # (name of chair of panel) *assisted by # (name as decided by chair) 
who will take notes *and # (name of other SLT colleagues or advisors as decided by the chair). 

 It will be held on # (date) at # (time) in # (place). 

 You have the right to be accompanied by a work colleague or trade union representative and I would 
advise this. At the hearing you will have a reasonable opportunity to ask questions, present evidence 
and call witnesses. 

 Copies of notes from investigatory interviews with witnesses are enclosed for your information with 
a copy of the procedure to be followed at the hearing and a copy of the notes of our meeting on #.  

 *[add or amend as appropriate] The presenting officer has confirmed that the following witnesses 
will be called at the hearing and their statements are enclosed in the attached bundle of papers: 
*[names]. S/he does not intend to call *[names] although their statement(s) is/are also enclosed. If 
you wish to cross question them please let me know by*[date] and I will arrange their attendance. 

 I also attach a copy of all the papers for your representative, which you should pass on. 

 Should you wish to call any witness to the hearing please contact me immediately to arrange this. If 
you wish to submit any papers for consideration by the panel they should be received electronically 
by 12.00 the day before the hearing at the latest so that they can be circulated to the panel. Hard 
copies should be received 2 days before. 

 Any queries you may have should be directed to me on # (telephone number). 

 Yours sincerely 

  

 (Manager who initiated the procedure or Investigator). 



 18 
 YHCLT Disciplinary Management Toolkit 
 September 2018 

  

 Request by the Employee for a Witness to attend the Hearing 
  

 PERSONAL, PRIVATE & CONFIDENTIAL 

 Date # 

  

 Dear # 

 As you may be aware, # (Name) has been the subject of a fact finding investigation and a decision 
had been made that a disciplinary hearing will take place as a result of that investigation. 

 The school is not calling you as a witness. However, # (Name) has requested permission to approach 
you as one of *his/her witnesses. # (Name) has a right to request that you attend, equally you have 
a right to refuse. If you do agree to appear as a witness on # (Name) behalf, you may be required to 
answer questions, at the Hearing, from both # (Name), their representative or any member of the 
panel. 

 If you would be willing to meet with # (Name) and myself to discuss your appearance at the hearing, 
would you inform me, as a matter of urgency, so that arrangements can be made. Equally, if you are 
unwilling to appear as a witness, will you still inform me as soon as possible. I can reassure you that 
whatever your decision there will be no repercussions within the school for you personally and you 
will not be discriminated against if you decide to support ? [name] by acting as a witness for them.  

  

 Yours sincerely 

  

 Signed  

  

 Investigating Officer 
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Notice of Verbal, Written Warning or Final Written Warning (if Offence is Admitted) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing on # at which you were accompanied by #. 

 During the hearing you admitted # (enter details of offence). 

 Under the terms of the organisation’s disciplinary procedure your actions constitute misconduct and 
I am writing to confirm the decision taken that you be given a verbal / written warning / final written 
warning in line with the disciplinary procedure.  

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 This warning will be placed in your personal file but will be disregarded for disciplinary purposes after 
a period of 6 / 12 months*, provided your conduct improves and reaches a satisfactory level. During 
the period of the warning and in the future you are expected to *[add improved behaviour required 
e.g. ensure that you arrive at work on time in the future and sign in as required by the school]  

 The commission of a similar offence, or a subsequent but different offence which warrants disciplinary 
action during the 6 /12 months*, will result in a further warning or even dismissal, depending upon 
the circumstances and in accordance with the disciplinary procedure. 

 Would you sign both copies of the warning and return one copy to me at #. 

 You have the right of appeal against this decision and should you wish to exercise that right you should 
do so in writing to # me within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

 Signed  

  

 Chair of the disciplinary panel. 



 20 
 YHCLT Disciplinary Management Toolkit 
 September 2018 

  

Notice of Verbal, Written Warning or Final Written Warning (if Offence is Denied) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date# 

  

 Dear # 

 I refer to your disciplinary hearing on # at which you were accompanied by # and at which you were 
interviewed in connection with # (details of offence). 

 Full consideration was given to the points raised by you and your representative but the panel was 
satisfied that the allegation(s) were proven and that your actions constitute misconduct. The panel 
considered all the evidence in coming to this decision and in particular considered the following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 I am writing to confirm the decision taken that you be given a verbal / written warning / final written 
warning* under the first / second / third* stage of the organisation’s disciplinary procedure. 

 This warning will be placed in your personal file but will be disregarded for disciplinary purposes after 
a period of 6 /12 months*, provided your conduct improves and reaches a satisfactory level. During 
the period of the warning and in the future you are expected to *[add improved behaviour required 
e.g. ensure that you arrive at work on time in the future and sign in as required by the school]  

 The commission of a similar offence, or a subsequent but different offence which warrants disciplinary 
action during the 6 /12 months*, will result in a further warning or even dismissal, depending upon 
the circumstances and in accordance with the disciplinary procedure. 

 Would you sign both copies of this warning and return one copy to me at #. 

 I have to advise you that you do have the right of appeal against this decision and should you wish to 
exercise that right you should do so in writing to me, within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

 Chair of disciplinary panel 
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Notice of Appeal Meeting against Warning  

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 You have appealed against the verbal / written warning / final written warning* confirmed to you in 
writing on # 

 Your appeal will be heard by # (name) in # (place) on # (date) at # (time). 

 EITHER: *The Chair has decided that on the basis of your appeal the panel will re-hear the case in full. 
The panel will receive the original bundle of papers along with the additional papers attached, which 
includes your letter of appeal. 

 OR: *The Chair has decided that a limited appeal hearing is appropriate in the light of the appeal 
submitted and this will focus on the process followed at the hearing. The panel will receive a copy of 
the notes from the original meeting along with a copy of the decision letter; they will also receive a 
copy of your appeal letter. Copies of all documents to be sent to the panel are attached here for your 
information. 

 If you wish to submit any additional papers they should be received by the school electronically by 
12.00 the day before the hearing to enable easy circulation to the panel prior to the hearing. Hard 
copies must be received the day before. 

 You are entitled to be accompanied by a work colleague or trade union representative and I would 
advise this. 

 The decision of this appeal hearing is final and there is no further right of appeal. 

  

 Yours sincerely 

  

  

 Signed 

 Chair of the panel or Clerk to the Governors. 
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Notice of Result of Appeal against Warning 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 You appealed against the decision of the disciplinary hearing that you be given a verbal / written 
warning / final written warning* under the first / second / third* stage of the organisation’s 
disciplinary procedure. 

 The appeal hearing was held on # . 

 I am now writing to confirm the decision taken by # who conducted the appeal hearing, namely that 
the decision to # stands / be revoked* [specify if no disciplinary action is being taken or what the new 
disciplinary action is]. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 You have now exercised your right of appeal under the organisation’s disciplinary procedure and this 
decision is final. 

 Yours sincerely 

  

  

 Signed 

 Chair of the Appeal Panel. 
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Notice of Dismissal for Gross Misconduct at the Disciplinary Hearing 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing with # on # at which you were accompanied by # and at which you 
were interviewed in connection with:# 

 *which you admitted. 

 Under the terms of the organisation’s disciplinary procedure your actions constitute gross misconduct 
and the panel have determined that you should be dismissed. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 Your service with the organisation will therefore be terminated with immediate effect. I have to advise 
you that you do have the right of appeal against this decision, and notice of your appeal must be made 
in writing to me at the address *below/above within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

  

 Signed 

 Chair of the Disciplinary Panel. 
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Notice of Result of Appeal against Dismissal for Gross Misconduct 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary appeal hearing with # on # at which you were accompanied by # and at 
which you were interviewed in connection with: 

 #(enter details of offence). 

 *Which you admitted. 

 The panel considered all the evidence and the points raised by yourself and your representative in 
coming to this decision and in particular considered the following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 I am now writing to confirm the decision taken by # who conducted the appeal hearing, namely that 
the decision to dismiss you *[Either] stands, your last day of employment is therefore confirmed as 
# (date of notice to dismiss) [OR] be revoked* [specify if no disciplinary action is being taken, or what 
the new disciplinary action is]. 

  

 Yours sincerely 

  

  

 Signed 

 Chair of the Appeals Panel. 
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Dismissal on Cumulative Grounds (if Offence is Admitted) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing with # on # at which you were accompanied by #. 

 During the interview you admitted # (enter details of offence). 

 Under the terms of the disciplinary procedure your actions constitute misconduct. 

 You have been given previous warnings as follows: 

 # (enter details of previous warning(s) still active) 

 and I now write to confirm that you are dismissed on the grounds of cumulative misconduct. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 You are entitled to # weeks notice and your services will therefore be terminated on #. 

 However, during the period of your notice you will not be required to report for work and any 
outstanding holiday pay is included in this period of your notice # (delete as appropriate). 

 I have to advise you that you do have the right of appeal against your dismissal and notice of your 
appeal must be made in writing to # at # within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

 Signed 

 Chair of the panel 
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Dismissal on Cumulative Grounds (if Offence is Denied) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing with # on # at which you were accompanied by # and at which you 
were interviewed in connection with # (details of offence). 

 Full consideration was given to the points raised (and those raised by your representative) but the 
panel was satisfied that your actions constitute misconduct under the terms of the local disciplinary 
procedure. 

 You have been given previous warnings as follows: 

 # (enter details of previous warning(s) still active) 

 and I now write to confirm that you are dismissed on the grounds of cumulative misconduct. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 You are entitled to # weeks notice and your services will therefore be terminated on #. 

 However, during the period of your notice you will not be required to report for work and any 
outstanding holiday pay is included in this period of your notice # (delete as appropriate). 

 I have to advise you that you do have the right of appeal against your dismissal and notice of your 
appeal must be made in writing to # at # within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

 Signed 

 Chair of the panel. 
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Where the Allegation is one of Gross Misconduct but it is decided not to Dismiss (if Offence is 
admitted) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing with # on # at which you were accompanied by #. 

 During the hearing you admitted # (enter details of offence). 

 Your actions would normally constitute gross misconduct under the terms of the organisation’s 
disciplinary procedure. However, in view of the circumstances, it was decided that on this occasion 
they constitute misconduct and you were issued with a final written warning which is enclosed 
herewith. This warning will remain on record for # months. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 The commission of a similar offence, or a subsequent but different offence which warrants disciplinary 
action during the # months, will result in a further warning or even dismissal, depending upon the 
circumstances and in accordance with the organisation’s disciplinary procedure. 

 Would you sign both copies of the warning and return one to me at #. 

 I have to advise you that you do have the right of appeal against this decision and notice of your appeal 
must be made in writing to me at # within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

  

 Signed 

 Chair of the panel. 

 Enc 
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Where the Allegation is one of Gross Misconduct but it is Decided not to Dismiss (if Offence is 
Denied) 

  

 PERSONAL, PRIVATE AND CONFIDENTIAL 

 Date # 

  

 Dear # 

 I refer to your disciplinary hearing with # on # at which you were accompanied by # and at which you 
were interviewed in connection with # (enter details of offence). 

 Full consideration was given to the points raised (and those raised by your representative) but the 
Panel was satisfied that your actions would normally constitute gross misconduct under the terms of 
the disciplinary procedure.  However, in view of the circumstances it was decided that on this occasion 
they constitute misconduct and you were issued with a final written warning which is enclosed 
herewith. This warning will remain on record for # months. 

 The panel considered all the evidence in coming to this decision and in particular considered the 
following points:  

 # [list them here with narrative indicating why the panel made certain decisions] 

 The commission of a similar offence, or a subsequent but different offence which warrants disciplinary 
action during the # months, will result in a further warning or even dismissal, depending upon the 
circumstances and in accordance with the organisation’s disciplinary procedure. 

 Would you sign both copies of the warning and return one copy to me at #. 

 I have to advise you that you do have the right of appeal against this decision and notice of your appeal 
must be made in writing to me within 5 working days of the date of this letter. 

  

 Yours sincerely 

  

  

 Signed 

 Chair of the panel. 

 Enc 
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