[image: image1.wmf]

PRIVATE AND CONFIDENTIAL

Dear [insert name]
Ref: 12345X
I write further to  FILLIN "Name of RU Officer" [insert name]’s letter of [insert date]  FILLIN "Date of RU Letter" and [insert complainant name] FILLIN "Name of Complainant" ’s allegation that you have or may have failed to comply with [insert authority name] FILLIN "Authority Name" ’s Code of Conduct. 

I have been appointed by [insert monitoring officer’s name] to investigate the allegations which have been made about your conduct. I would like to assure you that although the standards committee has referred the allegation for investigation, the standards committee has formed no view on the matters set out in the allegation. The investigation will enable the standards committee to reach a conclusion on whether there has been any failure to comply with [insert authority name] FILLIN "Authority Name" ’s Code of Conduct. Part of the investigation will include seeking information and documentation from you and other people, where relevant.

I enclose a copy of the documents which make up the allegation made against you. Sections of text that contain personal data have been removed in accordance with the provisions of the Data Protection Act 1998. Information that is irrelevant to the allegation has also been removed. You may disclose these documents to your solicitor or other representative, should you choose to appoint one, for the purposes of seeking advice in relation to this investigation. The documents should not be disclosed to anyone else. 

Please provide the following information in writing by [insert date], in order that I can progress the investigation:
· [insert required information]

· [insert required information]

· [insert required information]
You are welcome to provide me with your initial response to the allegation should you wish to do so at this point.

I hope to complete the investigation within [insert time period as appropriate for your authority – we recommend that this is not more than six months unless there are exceptional circumstances]. In order to assist in the progress of the investigation could you please let me know of any periods of time, such as holidays, when you will not be available?

I want to keep you informed of the progress of the investigation. However, I am aware that some people would prefer to be contacted only when there are substantive developments, while others will want to be updated more regularly. If you would prefer to be updated on progress at monthly intervals please contact me to confirm this and I will endeavour to accommodate your wishes.
If you have any queries I can be contacted directly on [insert contact number] or by e-mailing [insert email address]. Please quote the reference number on all correspondence.

Yours sincerely

[insert investigator name]

