
RECORDED DELIVERY

PERSONAL & CONFIDENTIAL

Name and Address

Date

Dear *(name)

Allegation of Inappropriate Behaviour – Notification of Investigatory Meeting

I wish to inform you that I have received an allegation against you which has been raised under the Council’s Harassment & Bullying Procedure.  It is alleged that you have demonstrated inappropriate behaviour towards another employee comprising: 
(Insert Broad detail of timescale / alleged offence/s with date/s, time/s and place/s if detail available).
This/These allegation/s is/are to be investigated and you are required to attend an investigatory meeting on (insert date and time) when (insert name/s and designation/s), will be present to discuss this issue with you.

Whilst this investigatory meeting does not constitute part of the formal Disciplinary Procedure, you have the right to be accompanied by a colleague or a trade union representative should you so wish.

I must inform you that should there be reasonable grounds to support the allegation, it may be necessary to instigate the formal Disciplinary Procedure.
Failure to attend an investigatory meeting without good reason may be considered a disciplinary offence.  I shall be grateful if you would please contact (insert name) on (insert contact details) to confirm your intention to attend the meeting.

I thank you in anticipation of your co-operation in this matter.  If there is anything you wish to clarify or query, please do not hesitate to contact me.

Yours sincerely

Manager’s name

Manager’s title

cc
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Advice & Support Team

