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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 confirmed that it was my view you have failed to achieve the improvements required and I have requested that a formal investigation takes place in relation to [add concerns].  
The investigation will be conducted in accordance with NHS Greater Glasgow and Clyde Disciplinary Policy and Procedure. An investigating officer will be appointed and they will write to you directly to confirm the the arrangements for your investigatory meeting.  
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
�








