Dear

Temporary change of location/working arrangements*(delete as appropriate)
I write to confirm that for the duration of the Bullying and Harassment investigation, you will be required to 
· undertake work at [insert location]
· [insert any other alternative working arrangements].  
Reason

This temporary change of location/working arrangements*(delete as appropriate) has been put in place… <explain reason>.
*Insert this paragraph if Accused being moved: This temporary change of location/working arrangements*(delete as appropriate) is without prejudice or assumption of guilt, pending investigation into the bullying and harassment complaint which has been made against you.

Investigatory process

The investigation will be conducted as quickly possible although you will appreciate that in order for the investigation to be carried out fairly and thoroughly I / the Investigating Officer* (Delete as appropriate) may need to take the necessary time to obtain statements from witnesses and examine relevant documents as a means of attempting to establish the facts.

Yours sincerely


