{Insert Employee Name}
{Insert Employee Address}
{Insert Date}

Dear {Insert Name}
Invitation to Workplace Meeting

This letter is to inform you that we require your attendance at a workplace meeting the purpose of which is to discuss the following:
{Insert reason for meeting / issues to be discussed - Must provide sufficient detail of issues / allegations for the employee to adequately prepare and respond} 
Workplace Meeting
The meeting will take place on {Insert Date and Time} at {Insert Location} and you are expected to make every attempt to attend this meeting. Should you fail to attend this meeting without sufficient reasoning then be aware that a decision may be made in your absence.
The conduct of the meeting and any decision that is reached will be my decision and please be aware that should your performance / conduct be deemed unacceptable then disciplinary action may subsequently be taken against you.
[bookmark: _GoBack](Include if others will also be present at the meeting) Along with myself [insert details of any other people attending the meeting] will also be present.
Support Person	
You are invited to bring a support person with you to this meeting and we encourage you to do so. Please be aware that the purpose of this support person is to act purely in a supporting capacity and they should not be advocating on your behalf. 
Should you or your nominated support person act in a rude, aggressive or unreasonable manner then the meeting may be terminated and a decision will be made that will take this behaviour into account.
Confidentiality 
All information relating to any allegations will be kept confidential and you are directed to not share any details of this to any other person besides your nominated support person or legal advisor without express prior consent being given.
A failure to maintain confidentiality could result in disciplinary action being taken against you.
Enquiries
Should you have any further enquiries in relation to this, please contact me on {Insert Contact Number}. You are however, directed to not contact me prior to the meeting to provide your response or to argue on the matter.
Kind regards,
{Insert Name}  
