
Registered Office: Co-operative Group Limited  

1 Angel Square, Manchester, M60 0AG. Reg No 525R 

 
coop.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	Letter Title & Version Control: DP1 – Invitation to Investigation Meeting - FINAL

	Prompt: Enter the ER Services reference number or NAS if none -->


Enter the date as dd/mm/yyyy -->





Employee number -->

Name -->

Full Address or enter Delivery By Hand -->



REMEMBER -                

-Use Capital letters for the start of names/sentences.

-Any times must be entered as hh:mm

-Replace all [WORDS] with lower case where appropriate.

	Finish & Print: 
	Spellcheck Letter: 
	Re-Print More Copies: 
	Prompt2: Instructions:

1. Tick 'highlight required fields' in the top right corner of the letter. 
2. Amend the letter in the box.
3. When complete click the 'Finish & Print' button to print copies for you to send to the colleague, a copy for your own records and one for ER Services

LETTERS MUST NOT BE HANDWRITTEN AND MUST BE COMPLETED IN FULL.

             



	Details: ER Services Reference: [REFERENCE NUMBER]

[DATE]		
			
Private and Confidential 	

[EMPLOYEE NUMBER]
[NAME]
[ADDRESS1]
[ADDRESS2]
[ADDRESS3]
[POSTCODE]
		
	
Dear [NAME]

I’d like us to meet to talk about [INSERT DETAILS ABOUT BEHAVIOUR/INCIDENT YOU’RE INVESTIGATING] so I’ve set up an Investigation meeting for us as follows:

Date:                [DATE]

Time:               [TIME]

Venue:             [VENUE ADDRESS]

Attendees:       [NAME OF MANAGER] and [NAME OF NOTE TAKER], as note taker

Although there isn’t a right to have a colleague or trade union rep come with you to an investigation meeting, I’m happy for you to do this as long as it doesn’t delay the meeting. [IF COLLEAGUE IS UNDER 18] Also, as you’re under 18 you can have a parent come with you if you want. If so, just let me know before the meeting. 

If you need any adjustments to the meeting, due to a disability or language needs, please let me know as soon as possible.

I’d appreciate if you could confirm that the date and time above are ok for you, my phone number is [INSERT NUMBER].


Yours sincerely,



[MANAGER NAME]
[POSITION]



