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Woodlands Long Day Care & Kindergarten
[Insert Campus Name]




[Date]
Private and Confidential

[Insert Employees Full Name]
[Residential Address]



Dear [Insert Name],



Invitation to Formal Meeting

We would like to meet with you formally to discuss concerns we have in relation to the following: [Details of performance concerns / conduct / behaviour] with you and will seek your feedback.

In attendance will be [insert your name] and [insert name of witness], [insert position of witness].

We request that you attend this meeting on [insert date allowing at least 24h notice] at [time] at [insert location].

You are welcome to bring a support person to this meeting.

Please let me know if you have any questions.


Kind regards,

[Name]
[Position]
[Contact Details]

Woodlands Long Day Care & Kindergarten - [Insert Campus Name]
[Insert Campus Address]
Ph: [Insert Campus Phone]
Email: [Insert Campus Email]
ABN [Insert Campus ABN]

Woodlands Long Day Care and Kindergarten (Woodlands), advises that the material supplied is purely opinion based. Woodlands has taken all reasonable measures to ensure that the material enclosed with this letter is accurate and up to date when it has supplied it. However, Woodlands and its staff give no warranty and accept no responsibility for the accuracy or the completeness of the material. 
The information has been provided in good faith and Woodlands does not consent to the information provided being used by any other third party without the consent of Woodlands unless otherwise required by law.                                                                                                                                                                                                           
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