Letter confirming no further steps after suspension and investigation
Add/delete information in brackets as appropriate

[add date]

Private and confidential

[add address]


Dear [add name]

Re: End of disciplinary procedure – no further steps following suspension
We took the decision on [date] to suspend you while we investigated ﻿[allegations OR ﻿an allegation]﻿ of misconduct against you and I am pleased to confirm that we have decided not to take any further steps in this matter. This means our disciplinary process relating to the allegations is now concluded and you are no longer suspended from duty. Thank you very much for your co-operation throughout this process. 
﻿Please contact [specify person] immediately upon receipt of this letter to discuss arrangements for your return to work. Your salary, your disciplinary record, any contractual benefits and continuity of service have not been affected in any way by this suspension.
﻿I’m sure you, like [name of your business], will want a clear record of our decision making in this matter, so I have summarised our conclusions, and the reasons leading to them, below. 
﻿The allegation[s] made against you [﻿was OR ﻿were﻿] [briefly and clearly describe the allegation(s)]. 
﻿We reached the following conclusions after considering all available evidence (obtained prior to and at the disciplinary hearing):
﻿[﻿insert summary of your findings in relation to each allegation of misconduct and why you have found that there is no case to answer].﻿
﻿I am sorry it was necessary to ask you not to come into work during the process, but I hope you understand that we needed to do this to ensure that our investigation could be carried out in a way that was fair to everybody. 
﻿[﻿We have agreed the following statement regarding the ﻿investigation OR ﻿suspension﻿, which will be used to reply to any questions from staff or outside parties including customers, contractors and the press: insert details of agreed statement﻿]. 
Please refer any queries you may receive to [specify person]
Like any HR-related matter, your personnel file with us will record the fact of this process and our decision to bring the process to an end. 
﻿If you want to appeal against our decision, please inform [specify person] in writing ﻿﻿[specify date﻿ OR ﻿﻿within given time frame]﻿﻿, setting out your grounds of appeal in full.
﻿If you have any questions regarding this first written warning, please contact [specify person].
﻿Yours sincerely,
﻿
[add name]
[add title]

