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Dear [name]
Outcome of Supported Improvement Meeting 
I refer to our recent meeting on [date and location].  As you are aware the purpose of this meeting was to agree and establish an action plan under Supported Improvement as detailed within Section 2 of NHS Greater Glasgow and Clyde Disciplinary Policy and Procedure due to [concerns].  

Although this meeting was intended to be a 1 to 1 meeting you requested that [You attended with [name of person representing / accompanying the employee & name of organisation if relevant] 
At the meeting we discussed
· Expected outcomes

· Timescales for improvement

· Monitoring mechanisms to be used

I enclose a copy of the agreed action plan which details the areas and timescales for improvement.  [I/Name] will meet with you again on [date, time, location] to review progress.  As discussed, this is an informal supportive process but I must advise that where improvement has not been achieved this matter may be investigated further in accordance with the Boards Disciplinary Policy and Procedure. In the interim, should you wish to discuss any aspect of the plan, please do not hesitate to contact me. 

Can you please review the content of this letter and sign and return a copy to me if you are in agreement that the letter accurately reflects the content of the meeting.  If you feel there are any inaccuracies, then please advise me of these in writing within 5 working days of receiving this letter.  If you fail to return a signed copy of this letter or advise me of any inaccuracies within 5 working days, it will be assumed that you accept the document as an accurate account of the meeting.  

Yours sincerely

[Managers Name]

[Job Title]

[Service]
----------------------------------------------------------------------------------------------------------------
Acknowledgement

I [employee name] confirm receipt of the letter dated [date] and understand the contents. I agree that the letter details an accurate reflection of what was discussed at the meeting. 

Sign:

Date:
Please sign and return one copy of this letter to me within 5 working days.  A copy will be placed in your personal file 
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