MID CHESHIRE HOSPITALS TRUST

LETTERS TO EMPLOYEES
                                                 (note: example letters are available through this website)

Many of the procedures in his handbook will require managers to write formal letters to individual employees.  Such letters are specifically required under the following policies:

*
Grievance;

*
Capability;

*
Sickness Absence;

*
Discipline.

Letters will be required to invite the employee to a meeting and to confirm the outcome of such meetings.  While the content of these letters will vary widely depending upon the circumstances, certain basic requirements will be common in most cases.

INVITATION TO MEETINGS
These letters should include:

- 
notification of the procedure under which the meeting has been called; 

· date, time and place of the meeting;

· an outline of the issues or allegations to be considered;

· a list of those who will be present;

· the employees right to representation;

· a statement that dismissal is a possible outcome if that may be the case.

CONFIRMATION OF
These letters should include:

OUTCOME
- confirmation of the date of the meeting and the procedure under which it had been called;


- a list of those present, including a note of any decision by an employee to waive their right to representation;

- confirmation of the issues or allegations considered;

-  an outline of the major points of evidence presented;

- confirmation of the outcome;

- details of appeal rights.

Disciplinary letters should include confirmation of the level and length of warning and the likely consequence of further misconduct.

Incapability letters should include agreed remedial action and a review date.  Sickness absence letters should include a review date.

Personnel staff will provide advice on letters in any unusual case or in any case that has resulted in dismissal.
