NHSScotland Workforce Conduct Policy
Suspension checklist
	What the employee needs to be informed of by the suspending manager
	Check

	Their right to representation by a Trade Union Representative or to be accompanied by a workplace colleague throughout all stages of suspension

	

	The full reasons for their suspension, including any allegations

	

	That suspension is on full pay (i.e. pay the employee would have received if at work)

	

	The suspension will be confirmed in writing, to be hand delivered or sent Recorded Delivery, within 4 calendar days

	

	Their availability to attend for interview at short notice if required, subject to their representative being available. Exceptions can be made for approved / planned leave

	

	Advise them of the Designated Contact Person – a neutral person with responsibility for keeping them updated on progress of investigation and to act as a recognised point of contact for any issues

	

	They need to inform the Designated Contact Person of any changes to contact information other than what has been noted on the Suspension Record

	

	It may be appropriate to withhold access to certain  premises during suspension. However, where a suspended employee needs to enter the premises for a particular reason, permission must be sought via the Designated Contact Person.  Exceptions may arise such as emergency admissions

	

	The employee should not work for another employer during their normal working hours
	

	Advise that Occupational Health Services can be accessed on a self referral basis if needed
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