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Dear [name]

Informal Supported Improvement Meeting 

I invite you to attend a meeting under the Supported Improvement section of NHS Greater Glasgow and Clyde Disciplinary Policy & Procedure. As per policy, this meeting will take place on a 1 to 1 basis and the purpose is to outline my concerns in regards to [add concerns], agree a course of action and establish a support plan which can be reviewed over a set period of time. 
The arrangements for the Supported Improvement meeting are as follows:

Date:

Time:

Location: 

A copy of the policy is available on HR Connect. If you are unable to access the policy please contact me directly and I will ensure a copy is provided.  The informal Supported Improvement process is detailed under Section 2.

OR
I have enclosed a copy of the Policy for your information. The informal Supported Improvement process is detailed under Section 2.

If you have any questions in regards to the content of this letter, please do not hesitate to contact me.
I would be grateful if you could contact me on [contact number] to confirm your attendance at this meeting.

Yours sincerely

[Manager Name]

[Job Title]
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