[image: A black and red text

Description automatically generated]

Schedule - Management Advice – Meeting with Head Teacher
	Who 
	Item

	
	

	Human Resources
	Brief Head Teacher on the process (if applicable)

	
	

	Head Teacher outlines
	the reason for the meeting is to review the findings and outcome of the disciplinary investigation that was carried out following the allegations of:
ENTER ALLEGATIONS
(if applicable) – In the meeting we will discuss ways the school can support the employee with returning to work from Gardening Leave/Suspension 

	
	

	Head Teacher 
	Asks individuals to introduce themselves, in this order:
· Headteacher
· Employee
· Trade Union / Work Colleague (if applicable)
· HR Representatives (if applicable)
· Minute Taker

	
	

	Head Teacher explains
	Following the investigation that was carried out by [Name of the Investigation Officer] which you attended meetings for, the outcome and recommendations was to issue Management Advice.

In view of this, I have decided that a formal warning is not required at this time, but it is necessary to issue you with Informal Advice, in relation to these points and this will remain on your personal file. This is not a formal disciplinary warning, but reoccurrences of this type of behaviours could result in disciplinary action. 

Informal advice is issued where the inappropriate behaviour, or misconduct, can be dealt with through additional training, support, advice or counselling, such a determination should be made and consideration given to referral to the Occupational Health service, if there are concerns about the individual’s health.

This informal advice is to try and ensure that a situation of this nature does not reoccur and in future you should ensure that you take into account the advice the school is issuing.  That is: [ENTER DETAILS ]

I would like to remind you that you should continue to keep this matter strictly confidential. 
You will receive a letter confirming what was discussed today.

Do you have any questions?

	
	

	The Employee and/or Trade Union representative 
	Opportunity to ask questions

	
	

	Head Teacher explains
	I would now like to understand how you feel the school can support you in returning to school and rebuild relationships with your colleagues. (ONLY APPLICABLE IF ON GARDEN/SUSPENSION)

	
	

	Head Teacher explains
	(ONLY APPLICABLE IF ON GARDEN/SUSPENSION)
Do you need some time to consider this?
If ask what we want, then we will put in writing. Within and forward on as soon as possible.
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