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Dear [Insert Respondent's Name]
Dignity at Work - Investigation: Further Allegation

Further to my letter dated [insert date of investigation invite letter] which provided information regarding the joint investigation into the allegations that [insert summary of allegations as written in commissioning manager's letter]. I have been notified of a further allegation, which also requires to be investigated.

The details of the further allegation are as follows:

[insert details of additional allegation/s including date, location etc]
An investigation meeting has been scheduled to provide you with the opportunity to respond to all of the allegations advised to date. The meeting details are noted below:
Date: 
  
Time:   
Venue: 

You are entitled to be accompanied by a recognised accredited Trade Union/ Professional Organisation representative, colleague, friend or relative not acting in a legal capacity. If you would like to be accompanied by someone other than those listed above, please contact me to discuss this further. It is your responsibility to arrange this, but if you require any advice about how to do it, please contact the HR Support and Advice Unit on telephone number 0141 278 2700.
At the meeting you have the opportunity to provide a further written statement detailing your account of events or you can expand on your existing statement, if you have already submitted one.  Following the meeting you will be sent a note of the discussions and will be asked to sign, date and return it as confirmation that it is an accurate record.   
As previously advised, the JIP will investigate this complaint and provide a report of the findings at the conclusion of the investigation.  Possible outcomes following the investigation include:

· No evidence of bullying found, no interventions recommended;

· No evidence of bullying found, however the matter requires consideration for a suitable development intervention such as training, mentoring or coaching;

· Evidence supports allegations of bullying

Please contact [Insert Name] by [insert date] to confirm your attendance and advise, if applicable, who you will be accompanied by.  If for any reason either you or your representative/companion is unable to attend at the specified time you must ensure you give me adequate notice of this, so that the investigation meeting may be rearranged to a mutually suitable time.  Failure to attend the investigation meeting with no prior notification may result in the meeting still going ahead.  Any decision regarding the outcome may be taken in your absence.

In the meantime, if you have any queries please do not hesitate to contact me on [insert contact telephone number].  

Yours sincerely,
[Insert Investigating Officer's Name]
[Insert Investigating Officer's Job Title]
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