[Print on insert Address]
<<Employee's Name>>
<<Address>>
<<Address>>

<<Post Code>>

<<Date>>

Dear << >>
isciplinary Meeting

| refer to our discussions concerni
order maintain the position of <<Jg¢

ptain <<Details of Qualifications>> in

Despite providing you with [trainin
achieved this undertaking has not

o enable these qualifications to be

Accordingly, you are required to a
give reasonable notice>>. The rea
considering dismissing OR taking
since you have failed to obtain the

meeting on <<Date & Time - ensure you
eeting is because the Company is
rt action e.g. demotion>> against you

You are entitled to be accompanie
you will be given a full opportunity
with you but not to answer questio
soon as possible who your compal

hde union representative. At the meeting
bur companion will be entitled to confer
Id be grateful if you would let me know as

Please confirm as soon as pos{
Company will reschedule the me
within 5 working days of the propg

nd that of your companion. The
alternative time and date <<e.g.

[The meeting will be attended by 4
in making a decision].

If you have any questions with res
contact me.

Yours sincerely

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