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Address line 2
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County
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Date (use format 13 December 2011)
Your reference: Reference  Our reference: Reference
Private & Confidential 

Recorded Delivery

Dear Name 
Disciplinary Meeting – (day/date) 
Confirmation of (sanction i.e. final warning)
I write to confirm the outcome of the Disciplinary Meeting held at (location and address) on (day/date). Prior to the meeting you were given a full set of documentation and were informed that you were entitled to be accompanied at the meeting by a Trade Union representative or work colleague.  (You declined to be accompanied/you were accompanied by name/union). I chaired the panel and was supported by (name/job title).  Name HR Manager/Officer attended as Adviser to the Panel. (name/job title) was present as the Investigating Officer and (name/job title) attended as note taker.

The Disciplinary Meeting was arranged to consider the following allegations:

1. That you...(details of allegation)
2. That you...(details of allegation)
List all allegations separately, clearly stating what was considered - the allegations should mirror what was quoted in the invite to meeting letter
At this Meeting the Manager/Headteacher/Investigating Officer presented a report of the investigation she/he had made into the allegations detailed above. The following witnesses were also called/no witnesses were called.
Name/job title of witness 
You and your representative asked questions (and witnesses if appropriate) You were then given the opportunity to state your case. I note that you called the following witnesses/I note that you did not wish to call any witnesses. 

Name/job title of witness
The Manager/Headteacher/Investigating Officer then summarised the case and you were given the opportunity to make a closing submission.  The Meeting was adjourned to enable me/the panel to consider the written and verbal evidence presented at the Meeting.

I/the panel considered all the submissions made and the evidence presented very carefully and found, (on the balance of the probability) as follows:

List each allegation in turn with the finding for that particular allegation and reasons for the findings. 

I/the committee acknowledged (detail of mitigating circumstances).
I/the committee also considered the options available within the Disciplinary Procedure.

The decision is as follows:

PLEASE SELECT THE RELEVANT SANCTION CAREFULLY FROM THE LIST BELOW AND CHECK THE FINAL VERSION 
1. That there was no case to answer and you are completely exhonerated.

Your line manager will make arrangements to provide you with support and guidance to help you maintain an acceptable level of conduct (if behavioiur needs modified or if training/additional support required).
2. Summary Dismissal 
We considered the options available within the disciplinary procedure, which includes alternatives to dismissal, however we considered that your actions amounted to gross misconduct which goes to the very core of the employment relationship and destroys the trust and confidence that must exist between employer and employee. Therefore the alternatives available were considered inappropriate and you were dismissed with immediate effect on  (date) 
3 Dismissal with Notice due to further misconduct
I/The Panel considered that your actions amounted to further misconduct during the currency of a final written warning. This misconduct together with the final written warning is sufficient to merit dismissal.  Your dismissal from work is effective from the date of the hearing (date). However, in accordance with your contract of employment you will be paid (? months) notice. This/These payments will be made at the usual time(s), the final payment will be made on (give date dependent on period of notice) and any annual leave entitled will be paid.

4  Dismissal with Notice
We considered the options available within the disciplinary procedure, which includes alternatives to dismissal, however we considered that your actions amounted to gross misconduct which goes to the very core of the employment relationship and destroys the trust and confidence that must exist between employer and employee. Therefore the alternatives available were considered inappropriate and you were dismissed with notice to take effect on  (date) 
5  Final Written Warning
I/The Panel considered your actions amounted to very serious misconduct and decided to issue you with a Final Written Warning.  

I must warn you that any future misconduct on your part, either of this type or any other type, which occurs while your current warning is in force, will result in your dismissal. I do hope that that this warning will serve its purpose and that it will not be necessary to raise this or any similar matter with you again.

6  Written warning

*Decision Para for Written Warning
I/The Panel considered your actions amounted to misconduct and decided to issue you with a Written Warning.

I must warn you that any future misconduct on your part, either of this type or any other type, which occurs while your current warning is in force, will result in more serious disciplinary action being taken, which may involve dismissal. I do hope that that this warning will serve its purpose and that it will not be necessary to raise this or any similar matter with you again.

The Final Written/Warning will be placed on your personal file and provided there is no further misconduct during the currency of the warning, it will normally be disregarded when determining any disciplinary sanction after a period of two years/12 months from the date of issue of the warning.

Your line manager will make arrangements to provide you with support and guidance to help you maintain an acceptable level of conduct.

I must also inform you that, as required, I have informed the Disclosure and Barring Service of the circumstances that have led to this disciplinary penalty being issued. For Teachers only please also check the need to inform the National College for Teaching and Leadership.  For Social Workers check the need to inform the Health and Care Professions Council.
In accordance with the Disciplinary Procedure I must inform you that you have the right of appeal against this decision. If you wish to exercise this right you or your representative should do so in writing to Name of Senior Manager/ the Appeals Committee of the Governing Body within 5 working days of the date of notification of the decision and should state the reasons for the appeal.
Yours sincerely 

(Signature)
Name Surname
Job title
(Chair of Panel)

Cc
TU Rep


Headteacher

           HR Advisor

           File
* Depending on circumstances

xx 2 years (unless offence involves children or vulnerable adults)

Points for Consideration

· Produce a checklist of what was considered and the rationale behind choosing/not choosing

· List full range of sanctions

· Look at procedure and the sanction for the offence

· How serious is offence

· Any current warnings on file

· Any further misconduct during currency of warning may result in further disciplinary action

· If no warnings on record, may be used in mitigation
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