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EXECUTIVE SUMMARY
The Trust is committed to providing a safe environment for both members of staff
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policy identifies the circumstances in which suspension should be considered and outlines
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1.0

Introduction

1.1

Purpose of the policy

The Trust recognises that there may be occasions where it is necessary to suspend a
member of staff from duty. The purpose of this policy is to identify the circumstances in
which suspension should be considered and outlines the procedures to be followed in the
case of suspension. Wherever possible we will seek alternatives to suspension as outlined
later in this policy.
1.2

Definitions

1.2.1 Suspension With Pay
Suspension is not a disciplinary measure but is a neutral act which releases the member of
staff from their place of work. Suspension does not imply there has been any misconduct
or that there is any suggestion of wrongdoing. Suspension with pay will be based on
average earning over the previous three-month period (including enhancements).
A condition of continued payment during suspension is that the employee must be
available
to attend any meeting that may be convened as part of an investigation.
1.2.2 Suspension Without Pay
In cases where staff have been suspended due to an inability to attend work which arises
from their own conduct, suspension will be without pay. This includes situations such as:




Non-compliance with the Trust’s Employments Checks Policy including lapses in
the; legal Right to Work in the UK, professional registration or DBS procedure
The period of time where professional registration has been suspended
Where an employee has been remanded in custody or charged on suspicion of a
criminal offence

1.2.2 Investigation
An investigation is a fair and unbiased method of investigating allegations made against
a member of staff prior to any formal action being considered. The process of
investigation allows the employee the opportunity to answer any issues of concern raised
against them. Investigations are to be confidential with the report initially being shared
with the supporting HR representative before being sent to the Case Manager.
1.2.3 Buddy
The buddy will normally be a work colleague, who will not be involved in any associated
investigation procedure, who will keep the suspended member of staff up to date with work
related issues during the period of suspension.
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1.2.4 NHS Incident Decision Tree
The NHS Incident Decision Tree (IDT) has been developed by the National Patient Safety
Agency to provide a framework for managers and Human Resources determining the
course of action to take with staff who have been involved in a patient safety incident. The
objective of the tool is to encourage a consistent and fair approach to staff issues across
the
NHS
and
to
avoid
unnecessary
suspensions
and
alleviate
the anxiety suffered by the staff involved. A copy of the IDT flowchart is attached
as Appendix 1. It can also be accessed as a web-based tool at
www.nrls.npsa.nhs.uk/resources/?EntryId45=59900 where further guidance on the use of
the tool can be obtained.
1.2.5 Suspending Manager
The Suspending Manager is responsible for the suspension procedure in consultation with
Human Resources. The Suspending Manager will normally be the Matron, Service
Manager or Head of Department, and where possible will be a different manager to the
Investigating Officer. In an emergency situation, e.g. outside normal working hours, the
most senior person available may suspend a member of staff in consultation with the
manager on call.
1.2.6 Case Manager
The Case Manager may also be the Suspending Manager. If however the Suspending
Manager is also the Investigating Officer, the Case Manager must be someone different,
The Case Manager decides if there is a case to answer and whether or not it should go to
a disciplinary hearing.
1.2.7 Hearing Chair
The Case Manager appoints the Hearing Chair if the decision is to go to a hearing. The
Hearing Chair should remain completely independent from the investigation. Their role is to
consider evidence presented at the hearing and decide upon an appropriate outcome. See
Disciplinary Policy for further information. Disciplinary Policy & ProcedureThe hearing chair
will make the necessary arrangements, such as booking venues, sending letters, etc and
provide a note taker.
1.2.8 Management Roles in the Operation of the Suspension Policy and Procedure
Further information on the various roles of managers in the operation of the Suspension
Policy and Procedure is contained in Appendix 2.
1.3

Scope of Policy

This policy applies to members of staff employed by Sussex Partnership NHS Foundation
Trust on a permanent or fixed-term contract. This policy does not apply to bank workers,
agency workers or contractors. Staff seconded to the Trust from other organisations should
check the terms of their secondment agreement regarding which policies apply to them.
This policy does not apply to medical staff as they are covered by the Disciplinary
Procedure for Medical Staff.
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1.4

Principles

The act of suspension is a neutral act and is without prejudice. It is not a disciplinary action
and does not imply there has been any misconduct and will not be seen to be a predetermination of an outcome.
It is recognised that suspension can be stressful for the individual and may have an impact
on service delivery; therefore suspension will only be applied where it is felt it is absolutely
necessary and all alternatives have been considered.
The period of suspension should be for as short a time as possible and the member of staff
shall receive appropriate support throughout this time, including the appointment of a
colleague as a ‘buddy’ to keep them up to date with work related issues during their
suspension.

2.0

Policy Statement

The Trust recognises that there may be occasions where it is necessary to suspend a
member of staff from duty.
The decision to suspend can be made for a number of reasons some of which are outlined
in section 4.3, but should only occur as a last resort.
Before suspension can take place the manager should gather as much information as
possible relating to the allegations that have come to light, taking account, as appropriate,
of Trust and the appropriate local authority policies and procedures on safeguarding
children and vulnerable adults.
Where suspension is appropriate the procedure will always be conducted in a fair and
supportive manner in consultation with Human Resources.

3.0 Duties
3.1

Director of HR & OD

The Director of HR & OD is responsible for the implementation of this policy.
3.2

Head of Employee Relations & HR Business Partnering

The Head of Employee Relations & HR Business Partnering is responsible for ensuring the
provision of Human Resources support to managers who suspend members of staff under
this policy and is responsible for regularly reviewing the effectiveness of the policy and for
drafting any amendments that may be required.

3.3 Human Resource Business Partners and Senior HR Advisers
Human Resource Business Partners and Senior HR Advisers are responsible for:


providing professional support and guidance to managers on the application of this
policy and advising on timescales



providing training on the policy;



proposing updates as required;
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advising the Suspending Manager on the details of this policy;



ensuring any act of suspension is conducted in a fair and equitable manner in line
with the procedure outlined in the policy; and



liaising with the member of staff’s union representative where applicable.

3.4

Executive Directors, Directors and Deputy Directors

Executive directors, directors and deputy directors are responsible for:


the effective implementation of this policy within their directorates;



providing resources for putting this policy into practice within their directorates; and



ensuring that this policy is followed within their directorates.

A director or assistant director may be a Suspending Manager (for definition see 1.2.5
above; for duties see 3.6 below).

3.5

General Managers, Service Managers, Matrons and Heads of Departments



It is the responsibility of senior managers to seek assurance that all employees in
their teams are aware of this policy.



Senior managers should also ensure that the roles and responsibilities of all
managers and supervisors relating to their involvement in suspensions under this
policy are clearly understood.



Senior Managers are likely to be Suspending Managers (for definition see 1.2.5
above; for duties see 3.6 below).

3.6

Suspending Manager

The Suspending Manager must:












be fully conversant with this policy and linked policies;
gather as much preliminary information as possible relating to the allegation
that has come to light, liaising as appropriate with external agencies;
consult with Human Resources (and a more senior manager where
appropriate) before suspending a member of staff or, where an incident
occurs out of hours, consult the on call manager;
consult the NHS Incident Decision Tree (see Appendix 1) if appropriate;
consider the options available as an alternative to suspension;
consider suspension as a last resort to alternative measures;
ensure any decision is made in line with the Trust’s Equality and Diversity
Policy;
ensure the suspension procedure is adhered to and the member of staff is
supported throughout the procedure, including arranging for the appointment
of a buddy (see 1.2.3 above);
ensuring that the member of staff has union representation if appropriate
keep in regular contact with the suspended member of staff throughout the
suspension period; and
review the suspension at appropriate intervals.
Page 8 of 29

Suspension Policy and Procedure

3.7

Line Managers

Line managers are likely to act as Investigating Officers (see Investigation Policy) but in
emergencies may, in consultation with a senior manager or the manager on call, act as the
Suspending Manager (for definition see 1.2.5 above; for duties see 3.6 above). The line
manager or supervisor is responsible for providing Payroll with the appropriate
information about the member of staff’s suspension in a timely manner and for making
any necessary arrangements for their return to work.
3.8

Trade union (TU) representatives

Trade union representatives, otherwise known workplace representatives or as stewards,
are elected representatives whose role includes representing members both individually
and collectively. All stewards have basic training in representation and access to regular
training courses. They can gain support, advice and information from their branch, paid
union officials via their regional offices and their union’s online resources.

3.9

All Members of Staff

Any member of staff, as long as they are not a potential witness in the case
concerned, may be asked to be the ‘buddy’ of a suspended member of staff.
A member of staff who has been suspended should:








contact their union representative to support them through the process; (or a
colleague)
comply with the terms of the suspension;
not discuss the case with colleagues or other member of staff;
make contact with the Trust’s Employee Assistance Programme (EAP) for
support where needed;
utilise the support from their nominated buddy;
continue to use standard sickness absence and annual leave reporting
systems in line with Trust policy, throughout the period of suspension; and
be flexible and available for meetings with the Suspending Manager or
Investigating Officer.

If alternative action has been taken in preference to suspending the member of staff, e.g.
redeployment or restricted duties, they should comply with the terms of such alternative
action.

4.0

Procedure

4.1

Instigating the Procedure

Before making any decisions regarding suspension the manager should conduct a swift
preliminary investigation and gather as much information as possible relating to the
allegation or incident. It may be appropriate during the preliminary investigation for the
member of staff to be sent off duty while the manager gathers the information. This will be
recorded as Special Leave.
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In cases of patient safety incidents, once the information has been gathered the manager
should consult the NHS Incident Decision Tree (see 1.2.4 above) to help make an informed
decision about whether suspension is necessary.
Human Resources and the appropriate General Manager should be contacted prior to any
action being taken to discuss whether suspension is appropriate, unless out of hours when
the manager on call should be contacted.
In any cases involving the alleged abuse of a child or vulnerable adult, reference should be
made to the Trust’s and the appropriate local authority’s safeguarding policies and
procedures for dealing with such allegations, as there is likely to be a need to involve other
agencies in the investigations.
4.2

Alternatives to Suspension

The decision to suspend should only be made as a last resort and alternative options must
be considered in consultation with Human Resources before making a decision to suspend
a member of staff. A risk assessment should be carried out to support the decision made.
Alternative options to suspension may include:




Temporary redeployment for the duration of the investigation – The position will not
necessarily be at the same grade or responsibility but enables the employee to
remain in the workplace whilst the investigation is carried out. Where there has
been a lapse in professional registration, deployment will be on the salary for the
role/post being carried out and not at the employee’s substantive salary. For all
other circumstances, the employee’s substantive salary will remain the same for the
duration of the deployment, including an average payment for any allowances.
Adequate supervision and support must be in place during this redeployment.
Restricted duties – Consideration should be given to whether the member of staff
can remain in their current role for the duration of the investigation whilst temporarily
refraining from certain elements of their role.

Any decision made should be documented and the details confirmed in writing to the
member of staff. The decision to suspend or not will have no impact on the level of warning
given should a case go to a formal disciplinary hearing.
4.3

When Should Suspension Be Used?

Possible reasons for suspension are listed below; however this list is not exhaustive:








where redeployment or restricted duties are not a practicable option; or
where there is no other practical way of removing any identified risk.
where the continued presence of the member of staff would constitute a risk to the
health and safety of others or a risk to NHS property;
where the continued presence of the member of staff in the workplace may
jeopardise the investigation;
where for the protection of a patient and/or the member of staff being investigated,
the member of staff should not continue working whilst the investigation takes place;
whilst an investigation takes place into an alleged criminal offence or other serious
incident;
whilst a member of staff is taken into custody or pending a trial on a criminal
offence;
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4.4

where the member of staff is not able to continue to carry out their duties (e.g. lapse
in registration, of statutory authority to continue in role, lapse in DBS documentation,
etc) and no alternative work that can legally be done is available; (this should be
considered alongside the Trust’s Employment Checks Policy);
The Suspension Meeting

If the decision is taken to suspend, the Suspending Manager should meet with the member
of staff as soon as possible to inform him/her of their decision.
Where possible this meeting should be face to face and should take place in a private area
with steps taken to avoid interruptions. There may be some circumstances where this is
not possible and the Suspending Manager may need to inform the member of staff via
telephone or in writing. This should be considered in consultation with Human Resources.
The member of staff should be given reasonable time ahead of the suspension meeting to
arrange for a trade union representative to support them at the meeting (or work
colleague). If this has not been possible then the meeting should still go ahead, and the
member of staff should be advised to seek representation immediately following the
meeting. The suspension meeting can then be ratified in the presence of the member of
staff and their union representative at a later date if requested by the member of staff.
The Suspending Manager should inform the member of staff of the allegation and their
decision to suspend whilst the allegation is being investigated. As much information as
possible will be disclosed to the member of staff regarding the allegation so they
understand the reasons for suspension. However, if the allegation is subject to a
Safeguarding Vulnerable Adults or Children Alert, a police investigation or relates to
harassment, there may be a restriction on the information that may be shared. At this early
stage the anonymity of any complainants/witnesses will be maintained and the member of
staff will not have the right to see written complaints. The member of staff should be
informed if the allegation is potentially considered Gross Misconduct in line with the Trust’s
Disciplinary Policy and Procedure.
The Suspension Checklist, see Appendix 3, outlines the key information that should be
communicated to the member of staff during the suspension meeting.
A copy of the suspension checklist should be signed by the Suspending Manager and the
member of staff and a copy given to the member of staff for their records.
After the meeting a letter confirming the details of the suspension meeting should be sent
by Recorded Delivery to the member of staff’s home address within two working days.
(Address details should be confirmed with the member of staff during the meeting.)
Alternatively, by agreement, this can be sent via email to an agreed email address. For
guidance on the content of this letter please see appendix 4 and if necessary contact
Human Resources for guidance. The member of staff should also be sent a copy of the
Suspension Policy, the Investigation Policy and a copy of the ‘Guidance for Members of
Staff Who Have Been Suspended’ (see appendix 5). A copy of this letter should be sent to
Human Resources, and to the employee’s trade union representative if this has been
agreed (see Section 4.6 below).
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4.5

Organising a Buddy

During the suspension meeting the member of staff should be offered the opportunity of
having a ‘buddy’ who will keep them up to date with work related issues. This will help to
keep the member of staff supported during the suspension period and prevent them from
feeling isolated from the workplace. The buddy will normally be a work colleague who is
not involved in the investigation.
The member of staff will be asked to nominate a buddy and the Suspending Manager will
approach the nominated member of staff to ensure they are happy to assume this role and
maintain contact with the suspended member of staff. A copy of ‘Guidance for Buddies of
Members of Staff Who Have Been Suspended’ (see Appendix 6) should be given to the
‘buddy’ and they should be allowed access to a work telephone to maintain contact with
the member of staff.
If the nominated buddy is unable to perform the buddy role the Suspending Manager
should identify an alternative or undertake the responsibility to keep them updated.
4.6

Permission to Share Personal Information

At the suspension meeting the member of staff should be asked if they would like their
union representative to be copied into any correspondence sent to them during the
suspension period.
If they would like this to be arranged they should be asked to complete the ‘Permission to
Share Personal Information’ form (see appendix 7).
4.7

Statement

When a member of staff is suspended the Suspending Manager should discuss with their
line manager an appropriate “neutral” statement advising staff and patients of the
employee’s absence if appropriate. This statement should be discussed with the member
of staff, their trade union representative and Human Resources.
4.8

Bank Shifts

During the period of suspension the member of staff will not be able to take on, or honour,
any bank work commitments.
If any bank shifts have been booked in advance and the member of staff is on paid
suspension only they will receive the associated payment for these shifts up to a maximum
period of two weeks.
4.9

Annual Leave during the Suspension Period

As the member of staff will need to be available for meetings during the Suspension
Period, members of staff who are wishing to take annual leave should request
authorisation in the usual way as outlined in the Trust’s Annual Leave policy. The line
manager should consult with the Suspending Manager and Investigating Officer before
authorising. If authorised, the line manager should inform payroll following the usual
procedure. The same approach applies to annual leave that has been booked in advance
that falls during the suspension period.
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Where annual leave is authorised during the Suspension Period this will be recorded as
annual leave and the conditions of suspension will remain in place, except that the
employee will not be expected to be available to attend meetings.
Annual leave will continue to be accrued during the Suspension Period. The member of
staff is responsible for ensuring any outstanding annual leave is requested during the
relevant annual leave year and the usual rules apply in relation to carry over of annual
leave as outlined in the Trust’s Annual Leave policy.
4.10

Sickness during the Suspension Period

The same reporting procedures apply during the Suspension Period as outlined in the
Trust’s Sickness Absence Management Policy. If a member of staff is sick during the
Suspension Period this will be recorded as Sickness Absence. A referral to Occupational
Health will be made by the investigating officer to seek advice as to whether the employee
can continue
with the investigatory meetings throughout the period of their sickness absence.
During any period of sickness absence, the conditions of suspension will remain in place.
4.11

Informing Payroll

Payroll and any other appropriate department (e.g. bank office) must be advised that the
member of staff has been suspended on full pay, including regular enhancements.
4.12

Review of Suspension

Any suspension from work will be for as short a period as possible required for an
investigation to be completed. The Suspending Manager should review, with the Case
Manager, where this is a different manager, whether any new information has come to light
which may change the initial decision to suspend. The review must occur within 10 working
days and every 10 working days thereafter and, after each review, the member of staff will
be written to informing them whether their suspension will continue (see Appendix 8).
Where sufficient information about the review is not contained within the letter to the
employee, a separate record of the review should be made and retained.
In addition to these letters there should be continued communication with the member of
staff through their buddy and the Investigating Officer.
4.13

Returning to Work following Suspension

The member of staff may be anxious about returning to work, especially if they have been
absent for some time. The member of staff’s manager is responsible for ensuring their
return to work is carefully planned and supported. This may be assisted by liaising with the
Human Resources department, the member of staff’s union representative and
Occupational Health. The member of staff should receive a letter confirming the end of the
suspension period and their return to work (see Appendix 9).
It may be appropriate for the member of staff to have a one to one meeting with their
manager prior to their return to the workplace.
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Payroll and any other appropriate department (e.g. bank office) must be advised that the
member of staff has returned to the workplace.

5.0

Development, Consultation and Ratification

This policy has been developed by the HR Directorate in line with Acas guidance. The
policy was consulted on through the various staff side and management groups prior to
ratification at the Trust Partnership Forum.

6.0

Equality and Human Rights Impact Analysis (EHRIA)

The policy has undergone an Equality and Human Rights Impact Analysis and suggestions
made have been incorporated into the policy.

7.0

Monitoring Compliance

7.1

Monitoring

The Human Resources Department will maintain statistics of all suspensions and monitor
trends to reflect the diversity of the workforce. This will be reported regularly to the Trust
Board.
7.2

Compliance

The effectiveness of the Suspension Policy will result in full compliance with statutory
regulations and a diverse workforce throughout the organisation that benefits from
retaining skilled and experienced staff.

8.0

Dissemination and Implementation of Policy

This policy will be circulated to all staff by means of communication tools available to the
Trust such as the partnership bulletin, publicised at launch at the leadership briefing and
circulated at team meetings and will be placed on the Trust website. New staff will be made
aware of the policy at their Trust induction. Paper copies will be made available to
managers of staff without access to computers. Staff networks will be asked to discuss and
publicise the policy at their meetings. Training for all staff will be provided to ensure that
messages are reinforced.

9.0

Document Control including Archive Arrangements

It will be the responsibility of the Sponsors and Authors of this policy document to ensure
that it is kept up to date with any local, national policy or legislation. The policy will be
managed in accordance with the Policy for Procedural Documents.

10.0 Reference Documents
National Patient Safety Agency – Incident Decision Tree
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Incident Decision Tree
START HERE

Deliberate Harm Test
Were the actions as
intended?
 Serious drug error
 Theft
 Abuse – physical/
verbal/ sexual/
psychological
 Neglect
Yes
Yes

Incapacity Test

No

Does there appear to be
evidence of ill health or
substance abuse by staff
member?

Foresight Test

No

Yes

Were adverse
consequences
intended?

Does the individual have a
known medical condition?
No

Did the individual depart
from agreed protocols or
safe procedures?

Substitution Test

No

Yes

No

Were the protocols and
safe procedures available,
workable, intelligible, correct
and in routine use?

Were there any deficiencies
in training, experience or
supervision?

Consider:
 Suspension –
contact service
manager and oncall manager
 Adult/Child

Protection
Procedures

Suspension then consider:
 Occupational Health
referral
 Reasonable adjustment
to duties
 Sick leave
 Adult/Child Protection
Procedures

Consider:
 Suspension
 Corrective training
 Improved supervision
 Occupational Health
referral
 Reasonable adjustment
to duties
 Adult/Child Protection
Procedures

Yes

No

Is there evidence that the
individual took an
unacceptable risk?
No

Yes

No

Yes

Yes
Yes

Would another individual
coming from the same
professional group,
possessing comparable
qualifications and
experience, behave in the
same way in similar
circumstances?

Yes
Yes

Were there significant
mitigating circumstances?
No

Advise individual to consult Trade
Union Representative
Consider:
 Suspension
 Referral to disciplinary/
regulatory body
 Reasonable adjustment to duties
 Occupational Health referral
 Adult/Child Protection
Procedures

System Failure
Full investigation and
review

Page 16 of 29

This page is intentionally blank

Page 17 of 29

Appendix 2

Management Roles in the Operation of the Suspension
Policy and Procedure
Role
Line Manager

Responsibilities etc

Seniority Level

The immediate line manager of the employee
concerned may hold informal meetings under
the sickness, grievance and disciplinary
policies.

Any level of manager

When an investigation is required, the line
manager may be the Investigating Officer if
they have had no previous involvement in the
matter under investigation. The line manager
will usually present the management case at a
formal hearing.
Investigating
Officer

The Investigating Officer is appointed by the
Case Manager (see below) to determine the
facts of a case and report back. The
Investigating Officer may be the line manager
if they have had no previous involvement in
the matter under investigation; otherwise the
Investigating Officer will be another manager
at the same or higher level as the line
manager.

A manager at Band 7
or above (eg Ward
Manager)

Case Manager

The Case Manager takes overall responsibility
for a case. They appoint the Investigating
Officer and may also be the Suspending
Manager (see below), where suspension has
been found necessary. The Case Manager
may be the line manager, if the employee
concerned is fairly senior, or, more usually,
the line manager’s manager, but cannot be
the Investigating Officer.

Matron or equivalent,
or a higher grade
(Band 8a and above)

The Case Manager receives the Investigating
Officer’s report and decides whether a formal
hearing is required. The Case Manager will
liaise with HR and/or the appropriate Service
Director to determine an appropriate manager
to be the Hearing Chair.
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Suspending
Manager

Where a decision over suspension needs to
be taken, the Case Manager will normally also
assume the role of Suspending Manager but
in an emergency the most senior manager
available can take on this responsibility.
Where an incident that may require the
suspension of an employee occurs out of
normal working hours, the on-call manager
should be consulted.

Normally Matron or
equivalent, or a
higher grade (Band
8a and above) but
can be a lower
graded manager in
an emergency.

Hearing Chair

The Hearing Chair is responsible for making
the arrangements for a formal hearing and for
communicating the results of the hearing to
the employee concerned. The Hearing Chair
will be determined by the Case Manager, who
will liaise with HR and/or the appropriate
Service Director.

General Manager or
equivalent, or a
higher grade (Band
8b and above) if
dismissal is a
possibility (cases of
gross or repeated
misconduct);
otherwise as for
Case Manager

Chair of
Appeal Panel

Chairs any appeal against the decision of the
Hearing Manager.

Executive Director
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Appendix 3

Suspension Meeting Checklist
Member of staff:……………………………………………………………………………………..
Care Group / Location:………………………………/…………………………………………….
Position:………………………………………………………………………………………………
Union Representative / Work Colleague Present: ………………………………………………
Union Representative / Work Colleague Tel. No.: ………………………………………………
Suspending Manager’s Name:………………………………………………………………………
Advise the member of staff of:
The details of the allegation:………………………………………………………………….........
…………………………………………………………………………………………………………
Confirm the Investigating Officer: …………………………………………………………………
Advise if the allegation could potentially be considered Gross Misconduct
Confirm that they will have an opportunity to make a full statement and the Investigating
Officer will be in touch to arrange the meeting in due course
The suspension is with immediate effect and the member of staff will remain on full pay
(including regular enhancements)
The suspension is without prejudice and is not disciplinary action in itself
The suspension will be reviewed in writing after 10 working days and every 10 days thereafter
Not to enter Trust premises without the express permission of the Suspending Manager
They can have a ‘buddy’ to keep them up to date with work related issues
Requested buddy’s name: …………………………………………………………………...
Requested buddy’s contact number: ……………………………………………………….
Not to contact other members of staff, unless they are their union representative or nominated
buddy.
They must not take on or honour any bank work and the Manager will advise the bank office.
Payment for any pre-booked bank work will be honoured.
Give the member of staff the number for the Employee Assistance Programme (Health
Assured 0800 783 2808) for confidential advice and support
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Encourage union representation if not at the meeting.
Advise the member of staff about the ‘Freedom to Speak Up Guardian’ and their role.
Advise the member of staff to complete a ‘permission to share personal information form’
(appendix 5) if they wish information to be shared with a union representative.
Discuss the methods of communication whilst the member of staff is suspended
Advise the member of staff that they should remain available for meetings during the
Suspension Period.
Advise the member of staff that usual procedures apply for annual leave and sickness
absence.
Advise the member of staff that their professional body may need to be informed (if
appropriate).
Confirm the suspension will be confirmed in writing and sent by Recorded Delivery to home
address
Confirm current home address:……………………………………………………………………….
……………………………………………………………………………………………………………
Confirm current contact number:…………………………………………………………
Check with the member of staff whether they have any personal belongings to collect
Member of staff’s Signature: …………………………………………. Date ……………………..
Representative’s Signature: …………………….……………………. Date ……………………..
Suspending Manager’s Signature: ………………………………..…. Date ……………………..
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Appendix 4

Letter Confirming Suspension
Date
Strictly Private & Confidential – Recorded Delivery
Name
Home Address

Dear (Name),

Suspension from Work
Following our meeting of (date) at (location), which was also attended by (Names of those
present), I am writing to formally confirm that with effect from (date) you have been
suspended from work. During your period of suspension you will remain on full pay. Your
suspension is pending an investigation and is without prejudice to the outcome of the case.
The allegation made against you as stated at our meeting is:
Insert allegation here……………………………………………………
(Delete if not applicable) If founded this allegation could potentially be considered (insert
allegation from policy) which is considered Gross Misconduct within the Trust’s Disciplinary
Policy and Procedure.
The suspension is in accordance with the Trust’s Suspension Policy and Procedure, a copy of
which I have enclosed with this letter.
During your period of suspension you are requested not to discuss the case with any of your
colleagues. You should also not attempt to enter any of the Trust’s premises without the
express written permission of myself. I also advised that during your period of suspension you
should not take on or honour any bank work or NHS Professionals shifts.
You were provided with the opportunity to nominate a ‘buddy’ who I understand to be (Name).
You were also given details of the Trust’s Employee Assistance Programme. (Health Assured
0800 783 2808)
The suspension will be reviewed after ten working days and every ten days thereafter. It will
be confirmed in writing to you whether it is necessary for you to remain suspended or not.
The investigation is being carried out by (name) who will be contacting you to arrange an
interview. This will give you the opportunity to make a full statement in response to the
allegation. This statement may be used as part of a formal hearing if the investigation leads to
formal action being taken.
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I have also enclosed the guidance notes for members of staff who have been suspended.
If you have not already done so, I would encourage you to seek support from your union
representative. (Delete if not applicable) As you have signed the Permission to Share
Personal Information form your union representative will copied into any correspondence you
receive.
Once the investigation has been completed, you will be notified, in writing, as to whether or
not a disciplinary hearing will be convened. Please note that this suspension does not
itself constitute disciplinary action and is carried out without prejudice.
Yours sincerely

Suspending Manager’s Signature
cc

Human Resources
Trade Union Representative (if applicable)
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Appendix 5

Guidance for Members of Staff Who Have Been Suspended
The Trust recognises that suspension can be a traumatic experience for most people. It is
important to remember that suspension is regarded as a neutral act and is not regarded as
disciplinary action.
The decision to suspend can be made for a number of reasons:










Where the continued presence of the member of staff would constitute a risk to the
health and safety of others or a risk to NHS property;
Where the continued presence of the member of staff in the workplace may jeopardise
the investigation;
Where for the protection of a patient and/or the member of staff being investigated, the
member of staff should not continue working whilst the investigation takes place;
Whilst an investigation takes places into an alleged criminal offence or other serious
incident;
Whilst an member of staff is held in custody or pending a trial on a criminal offence;
Where the member of staff is not able to continue to carry out their duties (e.g. lapse in
registration or loss of statutory authority to continue in role) and no alternative work
that can legally be done is available; (this should be considered alongside the Trust’s
Employment Checks Policy);
Where there is no other practical way of removing any identified risk; or
Where redeployment or restricted duties are not a practicable option.

What to do if you have been suspended
Firstly don’t panic. The Trust recognises that suspension can be a very stressful time for
individuals and seeks to handle all cases of suspension with understanding and in line with
the Trust’s Suspension Policy.
Establish the allegations against you
Wherever possible, you will have been advised of the allegations made against you in a
meeting with your manager and/or the Suspending Manager.
Contact your Trade Union Representative and maintain regular contact
Trade Union representatives within the Trust can offer you guidance and support. It is
important that you make contact with your appropriate Trade Union representative as soon as
possible in order that they can advise you and offer support. It is important to maintain regular
contact with your representative so that they can advise you on progress.
You must not enter Trust property without the express written permission of the Suspending
Manager nor should you honour, or take on, any bank work commitments during the period of
your suspension.
You will need to advise the appropriate person that you are unable to honour your bank work.
You must not discuss your case with colleagues or other members of staff.
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Contact the Trust’s Employee Assistance Programme for support
The Trust offers a confidential employee assistance programme. Trained counsellors are on
the end of the phone to offer advice and support to people in difficult situations. If necessary
face to face counselling sessions can be arranged.
Health Assured are the Trust’s providers and they can be contacted on 0800 783 2808 for
confidential advice and support, 24 hours a day, 365 days a year.
Buddy support
At the suspension meeting the Suspending Manager will have arranged with you to have a
‘buddy’, normally a work colleague to keep you updated with workplace information. Make
use of the ‘buddy’ support to keep in touch with what’s happening in workplace. This will
lessen the feelings of isolation and ensure your return to the workplace is smooth.
Seek the support of family/friends
Suspension can be a very isolating experience and it maybe important to you that you have
the support of the people who know you best.
Be flexible
Where possible be flexible about meeting times. Everyone will want to conclude the
investigation as speedily as possible to ensure normality is resumed. Where possible the
investigation should be concluded within 4 – 8 weeks, if not sooner and a decision will be
made as to whether a disciplinary hearing will be held. To ease this process for all concerned,
a provisional date may be set for a hearing. This in no way seeks to prejudice the outcome of
the investigation but avoids problems with availability etc at a later date.
What happens if I want to take annual leave or I am unwell?
The same reporting procedures apply during suspension. If you are unwell during the
suspension period, please contact your manager in the same way as usual. A referral to
Occupational Health may be made. (A referral may also be made by the investigating officer
to ensure you are fit enough to attend investigatory meetings). The conditions of suspension
remain in place during the sickness absence but will be recorded as sickness absence.
If you have booked or need to book annual leave, then you should request annual leave via
your manager in the usual way. The manager will consult with the investigating officer before
authorising, as you do need to be available for meetings. Where annual leave has been
authorised, this will be recorded as annual leave and the conditions of suspension will remain
in place, but you will not be expected to attend meetings during the annual leave period.
Annual leave will accrue during your suspension period.
If you require further information or support please contact your line manager, Trade Union
representative or a member of the Human Resources Team.
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Appendix 6

Guidance for Buddies of Employees Who Have Been Suspended
You have agreed to act as a ‘buddy’ to an employee who has been suspended. It is important
to remember that when an employee is suspended it is always without prejudice and can be
for a number of reasons. The employee will have been made aware of the reason for their
suspension.

Role of the Buddy
You should be clear about your role as a ‘buddy’. When someone is away from the workplace
for any length of time they can lose touch with what is happening and can feel isolated. This
often makes their return to the workplace stressful and difficult. Your role as ‘buddy’ is to keep
your colleague up to date with work issues or work related news so that their return to the
workplace can be as smooth as possible. It is not appropriate for you to discuss the
investigation or the reason for suspension as this is a matter for them and their union
representative if they have one.
 Be understanding.
 Arrange a time to call once a week to support your colleague. Agree the time/date in
advance and make sure you stick to the agreed time.
 Make the call during work time, from an office or somewhere private.
 Recommend the Employee Assistance Programme if appropriate (may be useful for
yourself as well).
 REMEMBER CONFIDENTIALITY.

The sorts of things you may wish to advise the employee of are as follows:
 any Trust news;
 feedback from workplace meetings; and
 any new working practices.
If you experience difficulties acting as a ‘buddy’ please refer to the manager who approached
you in the first instance.
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Appendix 7

Permission to Share Personal Information
Date
Strictly Private & Confidential

Re: Allegation of
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………..
UNION REPRESENTATION
I hereby confirm that my chosen trade union representative is:
………………………………………………………................................................
I further confirm that you have my consent to forward copies of all documentation and
correspondence to them directly on my behalf; these should be sent to the following address:
……………………………………………………………………………………………………………
………………………………………………………………………………………
Original documents should be forwarded to me and I confirm my home address to be:
……………………………………………………………………………………………………………
………………………………………………………………………………………
This permission to share information will/will not* apply to telephone and face to face
conversations between the various parties.
Print name:………………………………………………………………………………..
Signature:…………………………………………………………………………………..
cc

HR
Trade Union Representative

* please delete as applicable
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Appendix 8

Letter Confirming Continuation of Suspension
Strictly Private & Confidential – Recorded Delivery

Date
Name
Home Address
Dear
CONTINUATION OF SUSPENSION FROM WORK
Further to my letter to you of the (date of suspension letter or latest review letter), I am
writing to inform you that your suspension from work for was reviewed this week and was
extended for a further a ten working days from (date of review) to allow for further
investigations to be undertaken.
May I remind you that during your suspension you should not enter any of the Trust’s
premises without express permission from me, nor should you try to make contact with your
colleagues.
The suspension will be reviewed again in ten working days.
Once investigations have been completed, you will be notified as to whether or not a
disciplinary hearing is to be conducted. If it is decided to convene a formal disciplinary
hearing, the arrangements will be communicated to you in writing.
Please note that this suspension does not itself constitute disciplinary action.
Yours sincerely

Suspending Manager
cc

HR Representative
Union Representative
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Appendix 9

Letter Confirming No Action to Be Taken and End of Suspension
Strictly Private & Confidential – Recorded Delivery
Name
Home Address
Date
Dear (Name),
Suspension
Further to my letter of (date of last correspondence) I am writing to advise you of the outcome
of the investigation into the following (state allegation).
The investigation was carried out and you have been given the opportunity to give your
statement.
The full report was submitted to me and I have had an opportunity to fully consider the
contents. On the basis of the report received I have decided that you will not be required to
attend a formal disciplinary hearing in this matter.
I am therefore keen for you to resume your duties at the earliest opportunity and would like to
meet with you (state date, time and venue) to discuss how and when this is to happen,
ensuring your return to work is supported and handled in a positive manner.
You have the right to be accompanied at this meeting by a union representative, or work
colleague for emotional support, should you wish to do so.
We fully recognise that this has been a difficult time for you and returning to work may be a
daunting challenge. I assure you that every effort is being made to acknowledge this and
support you to ensure you feel positive about returning to your post and continue to fulfil your
responsibilities.
Please confirm your attendance at the meeting by telephoning me on (insert contact number)
within three days of receipt of this letter.
I realise that this has probably been a stressful period of time for you and I thank you for your
co-operation in the investigation. I look forward to welcoming you back to the workplace.
Yours sincerely

Case Manager

cc

HR Representative
Trade Union Representative
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