
 

©Simple-Docs – EMP.DS.06 - Letter to invite an Employee to a Meeting to Discuss a Settlement Agreement. 

[Print on Employer’s Letterhead or insert Address] 
 
<<Employee's Name>> 
<<Address>> 
<<Address>> 
<<Post Code>> 
 
<<Date>> 
 
Dear <<Name>> 

Re: Settlement Agreement  
 
Following our earlier meeting regarding the proposed termination of your employment by 
mutual consent under a settlement agreement, I am writing to invite you to a meeting to 
discuss the terms that will apply.   
 
The meeting to discuss the Company’s offer will be held on <<insert date>> at <<insert 
time>> in <<insert place>>.  The meeting will be chaired by <<insert name and job 
title>> [and <<insert name and job title>> will also be in attendance.] 
 
If you wish, you may be accompanied to the meeting by a work colleague or trade union 
representative. If you wish to bring a companion, please let me know as soon as possible who 
your companion will be.  
 
As discussed, these meetings are held under Section 111A of the Employment Rights 
Act.  This provides that the Company’s offer and any related discussions cannot be used 
as evidence in a subsequent unfair dismissal claim. 
 
Please confirm your attendance at the meeting on <<date>>. 
 
Yours sincerely 
 

 
 
<<Name & Title>> 
For and on behalf of <<Company Name>> 
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