
 [Please note this will need to be tailored to reflect the particular circumstances]

Thank you for coming to this meeting.
The purpose of the meeting is to discuss [• performance concerns / conduct]. 

We thought it would be useful to explore all the options in a frank and open way so today's meeting is being held on a without prejudice and confidential basis.  I would ask you to only discuss the points raised with your immediate family and not colleagues.

You can obviously continue in your role on the basis that we are working as currently.  However we cannot ignore these issues [• and [specific issue] is a significant concern for us.  The next step would be for me to appoint an investigating officer to investigate these matters, in accordance with our [• disciplinary / capability] procedure, further which may lead to a recommendation that a formal hearing needs to be convened, in accordance with our procedures].

I would reassure you that I have not reached any conclusions on this, other than that we do need to consider this further and cannot let matters continue as they have been.  We, of course, would offer you all the support we could to help you in your role.
However I am conscious that this would be a difficult process for us both, and not necessarily in your best interests.
Accordingly, an alternate option which we would be prepared to consider is the option of agreeing that your employment comes to an end.  We would make you a payment to compensate you for this [agree a reference] and allow you a positive and dignified exit.
I want to stress that there is no obligation for you to agree to this.  Whether you choose to do so or not, please note that these discussions will have no bearing on any later procedures or subsequent decisions taken by us, in the event that we are unable to reach an agreement.
The terms we would like to offer you are as follows: 

a) you remain in your current role until [• 00 month year] and we will support you in this as far as possible.  You will receive salary and benefits as normal until then [consider payment in lieu of notice];
b) you will then receive a further payment of £[• amount] [• (equivalent to [• a term's] gross pay] which can be paid tax free [check tax position];
c) we would provide you with a [• positive] reference [• and agree an announcement to staff];
d) we would not commence the [• disciplinary / capability] process.

We would both agree to keep these arrangements and terms confidential.  It is our intention that our discussions today [• will be covered by section 111A of the Employment Rights Act 1996] and / or [• are "without prejudice"].  This means that the offer we are making and any subsequent discussion about it may not be admissible as evidence in any further unfair dismissal claim.  Further information will be confirmed in writing.  However, please be advised that any breach of confidentiality may result in the proposal being withdrawn.
[• If you are interested in exploring this further please let me know and I will provide you with a draft agreement setting out these terms more formally] OR [• As you have confirmed that you are interested in this proposal, I will write to you confirming this conversation and providing a draft agreement shortly].   You will need to take advice on this from a solicitor or trade union representative.

If you have no further questions, I would now ask you to consider our discussion and proposal carefully.  Please let me know your thoughts by [• 00 month year].

If you would like to meet on a more formal basis to discuss this offer, I would be happy to arrange a further meeting at which you may be accompanied by a work colleague or trade union representative at this meeting.
I hope that you feel this discussion has been helpful and I hope you appreciate it is useful to explore the options.
If you have any queries at any time please raise them with me.
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