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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 discuss the completion of the agreed action plan.  [If applicable: Also present at this meeting was add name]   

[At the meeting we discussed]

I can confirm that you have successfully achieved the improvements required and I therefore do not intend to take any further action. However, as detailed within the Supported Improvement guidance, Section 2 of NHS Greater Glasgow and Clyde Disciplinary Policy & Procedure, a copy of the letter and associated documents will be retained in your personal file for a period of 6 months from the date of this letter. If there have been no further incidents or cause for concern the information will be removed and destroyed.  

If you have any questions about the content of this letter, please do not hesitate to contact [either me or name and job title] on [contact details].  
Yours sincerely
Manager

Title 

Service
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