
PRIVATE & CONFIDENTIAL


Name
Payroll
Depot

Date

Dear Name,

I am writing to confirm receipt of a recent report from Control.  

Specifically, this was with reference to bus xxx operating the wrong route whilst on Service/Block on Date.

I would like to thank you for following the correct procedure by contacting Control, it is imperative on recognition of a bus going off route we stop, contact control and seek guidance. 

I must stress this being the 2nd occasion the importance of route knowledge and customer service, when a bus goes off route we run the risk of missing bus stops, causing stress to customers and yourself, we also run the risk of additional delays or blameworthy incidents, with this in mind I kindly ask if you require any additional route training please do not hesitate in contacting myself.

Please continue to monitor the diversion notices on our notice boards, website and more importantly LB Roads.

If you have any questions about the content of this letter, please do not hesitate to contact me. 
Yours sincerely



Name
Staff/Traffic Manager

cc	Employee File
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Diversions and hazards can be
found on MyLothian and LB Roads.

You can also report new hazards.
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