PRIVATE & CONFIDENTIAL
Name
Payroll
Depot
Date

Dear Name,
I am writing to confirm receipt of a recent report from Control.
This relates to bus XXX operating off its correct route while on Service/Block on Date.
On this occasion, the correct procedure was not followed. As a reminder, upon realising that a bus is operating off route, you must immediately Stop, contact Control, and seek guidance before continuing. This procedure is essential to ensure safety, maintain customer confidence, and minimise the risk of missing stops, causing delays, or contributing to blameworthy incidents.
While this is the first occasion we have needed to address this matter with you, repeat instances may lead to an investigation and further action as appropriate.
Please ensure you familiarise yourself with all current route diversions and operational notices displayed on depot notice boards, the company website, and LB Roads. If you feel you would benefit from further route training or support, please do not hesitate to contact me.
If you have any questions about the content of this letter, please feel free to speak with me.
Yours sincerely,

Name
Staff/Traffic Manager
cc: Employee File
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