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Template letters – invite to interview
The letter templates on the following pages can be used when informing parties of their interview dates.

This material is copyright to CMP Resolutions. You are welcome to use it for your own investigations; if you intend to use it for any other purpose such as training or consultancy, please acknowledge your source on the materials. We will defend our intellectual property rights if they are breached.

Contact us for to find out how we can help you with our independent and professional:

· Fact finding investigation service

· Full investigation with findings

· Appeals and review service

· Buddying, mentoring and supervision for internal investigators

· Accredited investigation skills training

· Deciding officer training

1. To complainant

Dear ___,

Investigation of complaint made under {insert name of procedure}

I am writing to inform you that we would like to invite you to interview with [name of investigator], the Investigator who has been appointed to conduct an investigation. This is regarding the complaint of [nature of complaint] that you made against [name of person(s) complained about] on [date of written complaint].  This is being interviewed under the [whichever procedure is applicable] and a copy is enclosed for your information (if not already sent).

Your interview date is the [insert a date at least five working days from now] at [insert time].  The interview will be held at [insert venue].

This date allows you at least five working days in which to confirm the interview and gather together any information you may like to take to the interview. As discussed previously, you are entitled to be accompanied by a workplace representative or colleague not otherwise involved in the case. Ensure that your representative is also available on this date.

The complaint will be investigated in accordance with the [whichever procedure is applicable].

All parties to the investigation are entitled to confidentiality throughout the investigation process.  You are, therefore, asked not to discuss the case with anyone other than your workplace representative or colleague who you have designated to support you or the welfare service.  Any breach of confidentiality could prejudice the investigation and will be treated very seriously.  If a breach is found to have occurred, it could lead to disciplinary action being taken against the person concerned.

If you want any advice on any aspect of the procedure, please contact [name of appropriate person in HR or equality unit].  Confidential advice and support is also available from your welfare officer [name/contact details].

2. To respondent

Dear ___,

Investigation of complaint made under {insert name of procedure}

I am writing to inform you that we would like to invite you to interview with [name of investigator], the Investigator who has been appointed to conduct an investigation. This is regarding the complaint that has been made against you under the [name of procedure].  This is being interviewed under the [whichever procedure is applicable] and a copy is enclosed for your information (if not already sent).

Your interview date is the [insert a date at least five working days from now] at [insert time].  The interview will be held at [insert venue].

This date allows you at least five working days in which to confirm the interview and gather together any information you may like to take to the interview. As discussed previously, you are entitled to be accompanied by a workplace representative or colleague not otherwise involved in the case. Ensure that your representative is also available on this date.

All parties to the investigation are entitled to confidentiality throughout the investigation process.  You are, therefore, asked not to discuss the case with anyone other than your workplace representative or colleague who you have designated to support you or the    welfare service.  Any breach of confidentiality could prejudice the investigation and will be treated very seriously.  If a breach is found to have occurred, it could lead to disciplinary action being taken against the person concerned.

If you want any advice on any aspect of the procedure, please contact [name of appropriate person in HR or equality unit]. Confidential advice and support is also available from your welfare officer [name/contact details].

Please let me know if you can attend on the above date. If not we will arrange another mutually convenient time.

3. To witness

Dear ___,

Investigation of complaint made under {insert name of procedure}

I am writing to inform you that we would like to invite you to an interview with [name of investigator], the Investigator who has been appointed to conduct an investigation, as a potential witness. This is regarding the complaint of [nature of complaint] that has been made by [name of complainant] against [name of person(s) complained about].

Your interview date is the [insert a date at least five working days from now] at [insert time].  The interview will be held at [insert the venue of the interview]

This date allows you at least five working days in which to confirm the interview and gather together any information you may like to take to the interview. As discussed previously, you are entitled to be accompanied by a workplace representative or colleague not otherwise involved in the case. Ensure that your representative is also available on this date.

The complaint is being investigated in accordance with the [whichever procedure is applicable].   
All parties to the investigation are entitled to confidentiality throughout the investigation process.  You are, therefore, asked not to discuss the case with anyone other than your workplace representative or colleague who you have designated to support you or the    welfare service.  Any breach of confidentiality could prejudice the investigation and will be treated very seriously.  If a breach is found to have occurred, it could lead to disciplinary action being taken against the person concerned.

If you want any advice on any aspect of the procedure, please contact [name of appropriate person in HR or equality unit].   Confidential advice and support is also available from your welfare officer [name/contact details].

Please let me know if you can attend on the above date. If not we will arrange another mutually convenient time.
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