NOTICE OF PRECAUTIONARY SUSPENSION - TEMPLATE












Date ____
Dear ____

I am writing to tell you that you that following the suspension interview/notification of your consideration for listing to the Children’s List*, you will now be suspended for ___ duration of time/until outcome is determined if you are barred from regulated work with children*.  

This is in response to ____.

You will next be informed of any disciplinary action that will follow the investigation period.

Yours

Signed ____ 

Scottish Touch Association National Child Protection Officer
NOTICE OF DISCIPLINARY HEARING - TEMPLATE












Date ____
Dear ____

I am writing to tell you that you are required to attend a disciplinary hearing on ____ at ____ am/pm which is to be held in ____. 

At this meeting the question of disciplinary action against you, in accordance with the Scottish Touch Association Disciplinary Procedure, will be considered with regard to:  

Description of incident e.g. “An incident which took place on [date] between yourself on the one hand and x on the other when it was alleged that you…”

Please find enclosed the following available evidence: e.g. written witness statements where available.
You will have the opportunity at the hearing to respond to the incidents as described and to the enclosed evidence. 

You are entitled, if you wish to be accompanied by a colleague or trade union representative.

If you are unable to attend this meeting, please contact [insert name] on [insert number], as a matter of urgency to arrange an alternative date. You are required to take all reasonable steps to attend the meeting. Failure to attend without good reason could result in the meeting being held, and a decision being taken, in your absence.

Yours

Signed ____ 

Disciplinary Panel Chair
Enclosed:

· Disciplinary Procedure 

NOTICE OF WRITTEN WARNING OR FINAL WRITTEN WARNING - TEMPLATE  












Date ____

Dear ____

You attended a disciplinary hearing on ____ I am writing to confirm the decision taken that you be given a [written warning/final written warning] under the [first/second] stage of the Scottish Touch Association Disciplinary Procedure.

This warning will be recorded but will be disregarded for disciplinary purposes after a period of [6 months/12 months], provided your conduct improves.

a) The nature of the unsatisfactory conduct or performance was: [insert]
b) The conduct or performance improvement expected is: [insert]
c) The timescale within which the improvement is required is: [insert]
d) The likely consequence of further misconduct or insufficient improvement is: [insert]
You have the right of appeal against this decision.  Please submit your appeal in writing to ____ within [x working] days of receiving this disciplinary decision.

Yours

Signed ____

Disciplinary Panel Chair
NOTICE OF DISMISSAL OR ACTION SHORT OF DISMISSAL - TEMPLATE












Date ____

Dear ____ 

You attended a disciplinary hearing on ____ I am writing to confirm the decision taken that you be [dismissed/demoted/transferred] under the final stage of the Scottish Touch Association Disciplinary Procedure.

The reasons for your [dismissal/demotion/transfer] are:

This will take effect from [insert date].

You have the right of appeal against this decision. Please submit your appeal in writing to Scottish Touch Association Volunteer Director within [x working] days of receiving this disciplinary decision.

Yours

Signed  ____

Disciplinary Panel Chair
NOTICE OF APPEAL HEARING AGAINST DISCIPLINARY ACTION - TEMPLATE












Date ____

Dear ____ 

You have appealed against the [written warning/final written warning] confirmed to you in writing on ____. 

Your appeal will be heard by ____ in ____ on ____ at ____. 

You are entitled to be accompanied by a colleague or trade union representative. 

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

Yours

Signed  ____ 

Scottish Touch Association Volunteer Director
NOTICE OF RESULT OF APPEAL HEARING AGAINST DISCIPLINARY ACTION - TEMPLATE












Date ____

Dear  ____

You appealed against the decision of the disciplinary hearing that you be [dismissed/subject to disciplinary action]. 

The appeal hearing was held on ____.

I am now writing to confirm the decision taken by [name of manager who conducted the appeal hearing], namely that the decision to _____ [stands/is revoked]. 

Specify if no disciplinary action is being taken or what the new disciplinary action is.

You have now exercised your right of appeal under the Scottish Touch Association Disciplinary Procedure and this decision is final.

Yours sincerely,

Signed ____ 

Scottish Touch Association Volunteer Director
* delete as appropriate to the situation





