Template letter: response to misconduct allegations
A free template from Reframe Legal (reframelegal.com) by Dr Rosemary Listing, PhD (Law).

How to use this template
This page is guidance for you. Delete it before you send your letter. Replace everything in [square brackets] and highlighted, and delete any section that does not fit your situation.
Before you write
1. Read the allegation letter several times. Note each allegation, the dates, and the deadline for your response.
1. If an allegation is vague, ask in writing for the details: what you are said to have done, when, where, who was involved, and any documents or statements relied on. You can only answer what you have been told.
1. If the deadline is too short to respond properly, ask in writing for a reasonable extension before it passes.
1. Read your employer’s policies that apply (code of conduct, grievance or disciplinary procedure, and your contract or enterprise agreement).
1. Gather your evidence: emails, messages, rosters, records and the names of people who saw what happened. Organise it by allegation.
1. If you are a registered health practitioner, or the allegation could affect a licence or registration, get advice early. Consider telling your professional indemnity insurer.
While you write
1. Answer each allegation separately, with facts, dates and evidence. Say what happened, not how you feel about it.
1. Do not admit anything you did not do. If you accept part of an allegation, say exactly which part and give the context.
1. Do not guess or speculate about other people’s motives. Keep the tone calm and respectful.
1. List the documents you attach and number them (Attachment 1, 2, 3).
After you send it
1. Send it the way the letter asks (usually email), before the deadline, and keep a copy of everything you send and receive.
1. If you are invited to a meeting, you can ask to bring a support person. In Australia, an unreasonable refusal to allow one is something the Fair Work Commission considers if a dismissal is challenged.
1. Make your own notes after any meeting: date, who was there, and what was said.
When to get legal advice
Get advice if your job, licence, registration or reputation is at risk, if the allegations could involve police or a regulator, or if you think the process is unfair. Time limits for some claims are short: an unfair dismissal application to the Fair Work Commission must usually be lodged within 21 days of the dismissal taking effect.
This template is general information only. It is not legal advice about your situation. Legal services are provided by Peter Evans & Associates.
[Your full name]
[Your job title]
[Your department or team]
[Your email address and phone number]
[Date]
[Recipient’s name]
[Recipient’s job title]
[Organisation name]
[Address or email]
Private and confidential
Subject: Response to allegations of misconduct in your letter dated [date of the allegation letter]
Dear [Recipient’s name],
I am writing in response to the allegations of misconduct set out in your letter dated [date], which I received on [date]. Thank you for the opportunity to respond.
I take these allegations very seriously, as I have always taken my role at [Organisation name], where I have worked since [start date]. I have tried throughout my employment to meet high standards of professionalism and integrity.
I respond to each allegation in turn below. I have attached the documents I refer to, numbered as attachments. I ask that this response and its attachments be considered in full before any decision is made.
Allegation 1: [summarise the allegation in the words used in the letter]
Response: [Set out what happened, in order, with dates and times. Say whether you accept or deny the allegation, or which part you accept. Refer to your evidence, for example: “The roster for that day (Attachment 1) shows that I was not on the ward at 3 pm.” Be factual and avoid emotional language.]
Allegation 2: [summarise the allegation]
Response: [As above. Copy this heading and paragraph for each further allegation.]
Further information requested
[Optional. Use this if any allegation lacks detail.] To respond fully to allegation [number], I ask that you provide [for example: the date and time of the alleged conduct, the name of the person who raised it, and copies of any statements or documents relied on]. I will provide a further response once I have received this information.
My conduct and record
[Give specific examples of your work and conduct, for example positive performance reviews, training completed, or responsibilities you have held. Attach copies if you have them.]
References
The following people have worked closely with me and can speak to my character, work ethic and professional conduct. [Their letters are attached / They have agreed to be contacted.]
1. [Name], [job title]: [their working relationship with you and how long they have known your work]
1. [Name], [job title]: [their working relationship with you and how long they have known your work]
1. [Name], [job title]: [their working relationship with you and how long they have known your work]
Process
I am committed to cooperating fully with this process and will provide any further information you need. If a meeting is arranged, I ask to be told the date, time and purpose in advance, and to be accompanied by a support person, [name, if known].
I respectfully ask that you consider the evidence in this response and conduct a fair and thorough investigation before reaching any conclusion. This response is made without admission, except where I have expressly accepted a matter above.
Thank you for your attention to this matter.
Yours sincerely,
[Your full name]
[Your contact details]
Attachments
1. [Description of document, for example: Roster for the week of 3 June]
1. [Description of document]
1. [Letter of reference from name]
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