date
PERSONAL

name

address
Dear name
I am writing to you following our conversation on date. name(s)  was (were) also present.  Our meeting concerned the allegation(s) that outline of allegation(s).

You said that outline of any response.

In the circumstances, I suspended you on full pay pending further investigations.  You should not report for work, enter Trust premises (other than as a patient or patient’s visitor) or contact any Trust employee (other than your trade union representative) until further notice.  I will contact you again as soon as possible.

If you have any queries, please let me know.

Yours sincerely

Manager

