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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Post Code

Date:

Dear   ,

RE:
WITHOUT PREJUDICE: INFORMING the POLICE of the TERMINATION 
of OUR CONTRACT with a SUPPLY TEACHER
It is our professional duty to inform you of the termination of our contract with a supply teacher on our payroll.
We are now liaising with the undermentioned parties to fully investigate the alleged incident(s), and invite you to contact us to discuss the matter further as well as advise us on any action you wish us to take (or, indeed, feel that we are obliged to take).

Parties now being informed with a copy of this letter:

	□
	Relevant professional body

	□
	Secretary of State / relevant government department

	□
	Independent Safeguarding Authority

	□
	Police


	□
	The workplace concerned

	□
	3rd party (give name)
	


Without wishing to prejudice any enquiry or subsequent proceedings we are not at liberty to go into more detail here other than to give the essentials of the worker and the establishment involved. 

	Worker Name:
	Worker Registration Number:
	Workplace Name, Location and Contact:

	
	
	


Nevertheless, in keeping with this agency’s unequivocal responsibility to follow the guidance of the National Network of Investigation and Referral Support Co-ordinators we are required to properly manage allegations of wrongdoing (including the abuse of children or vulnerable adults) by supply workers in workplaces.  In the event of misconduct that prompts immediate intervention, we are obliged to promptly provide (and you should find this information attached):

· A statement of reasons for ceasing to use the worker's services

· Records relating to the cessation of the use of a worker's services or any contemplated cessation, including notes, minutes or meetings, interview notes, and evidence supplied to or obtained by the agency

· Records relating to the conduct which eventually let to the cessation of the use of the worker's services

· Information in support of our decision to engage the worker - any relevant information that can demonstrate that at the time of engagement there was no reason to believe the worker was unsuitable for the position to which they were supplied

· Investigative confidentiality since it is not always appropriate to make a worker aware of an accusation.

It may be that the alleged incident transpires to be without foundation, but you will understand our commitment not only to the professional profession and our clients within it but to the Recruitment & Employment Confederation whose standards we are obliged to uphold – as well as our need to protect our good name.

Yours sincerely, 

for the agency 

Enclosures: the information specified by the National Network of Investigation & Referral Support Co-ordinators
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