Letter inviting an employee to attend a meeting following an unsatisfactory probationary period
Add/delete information in brackets as appropriate

[add date]

Private and confidential

[add address]

Dear [add name]
I write further to the performance review meeting held on [add date].
The Company has now reached the point where it is considering dismissing you.  This action is being considered with regard to the following circumstances: 
[Outline the problems with the employee’s performance or characteristics or other circumstances which have given rise to the proposed course of action.  If there is any supporting evidence which will be referred to or relied on at the hearing, the employee must be provided with details before the hearing.  Refer here to any relevant documents and/or enclose them with this letter]

You are invited to attend a meeting on [add date] at [add time] at [add location], where this will be discussed.
The meeting will be conducted by [add name].  [add name] will also be present.  You are entitled, if you wish, to be accompanied at the hearing by a work colleague or a trade union representative.  Please advise me by [add date] if you wish to exercise this right.  If you have any queries regarding this process, please contact me on [add telephone number]. 

Yours sincerely
[add name]

[add title]  
