
RECORDED DELIVERY

PERSONAL & CONFIDENTIAL


Name and Address

Date

Dear 

Investigation outcome – Alleged Harassment / Bullying
I am writing to inform you of the outcome of the recent investigation into an allegation of harassment / bullying.  Although the findings showed there was some foundation to the allegation, having considered the matter I have decided not to implement the formal Disciplinary Procedure as I think this matter would be better dealt with through the formal improvement process. 

Therefore, I request your attendance at an Improvement meeting with your line manager (insert name) where we will discuss your conduct. 

The meeting is arranged for (insert date and time) at (insert location).  Should you wish, you may be accompanied by a colleague or trade union representative.
I hope that at this meeting it is possible to agree a plan of action to resolve the situation.

I should be grateful if you would please contact (insert name and contact details) to confirm your intention to attend this meeting, as soon as possible.

Yours sincerely

Manager’s name

Manager’s title

cc   HR Services - Personal File

      Advice & Support Team 


