
Notice of Meeting
Date
Private and Confidential

Employee’s name
Employee’s residential address
Notice of Meeting

Dear name
I am writing to you to inform you that allegations have come to light concerning your conduct which company name is required to investigate in line with the company’s disciplinary and workplace investigation processes.
[OR] 
I am writing to you to inform you that following the completion of a performance improvement plan, on date further concerns about your performance have come to light which the company name believes are wanting enough to warrant addressing. 
You are therefore required to attend a disciplinary meeting to provide a response to the allegations/concerns regarding your conduct/performance on date at time at location.  You may bring with you to the meeting a support person of your choice who is not a current employee of company name.
Details of the allegations/concerns are as follows;
Concerns/allegation 1;
[bookmark: _Hlk117683090]On date at time, it is alleged that you [details of the incident].  If substantiated, the company considers your conduct/performance unsatisfactory because [details of why the performance/conduct is unsatisfactory-reference relevant policy, legislation or contract that has been breached if applicable].  Such conduct/performance has the potential to [details of the possible negative consequences for the organisation].
Concerns/allegation 2;
On date at time it is alleged that you [details of the incident].  If substantiated, the company considers your conduct/performance unsatisfactory because [details of why the performance/conduct is unsatisfactory-reference relevant policy, legislation or contract that has been breached if applicable].  Such conduct/performance has the potential to [details of the possible negative consequences for the organisation].
[Repeat concerns/allegations in the above format for each concern/allegation] 
I/Myself and position titles will be attending the meeting. You may bring a person of your choice to the meeting as your support person. Their role is to support you during the meeting, not to answer on your behalf or to disrupt the meeting.
 Confidentiality
My enquiry into the matter/matters outlined above is confidential. All participants, including you, are required not to discuss or disclose the matter/matters to be discussed.   Please treat the details of this letter and this process as strictly confidential and do not share with any other employees of company name or on social media/online. 
Breach of confidentiality may result in disciplinary action being taken against you.
Victimisation (delete if not applicable)
It is unlawful for a person to victimise or retaliate against another person who is involved in a complaint. This means, you must not victimise or retaliate against any person named above or otherwise involved in /these matters.
If you engage in such conduct (or others engage in that type of conduct on your behalf) you will be subject to disciplinary action. This may include termination of your employment.
If you have any questions, please contact me.
Yours sincerely,

Employer representative name
Employer representative position
Organisation Name
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