PRIVATE & CONFIDENTIAL
Name
Payroll Number
Depot
Date
Dear Name,
Invitation to Investigation Meeting – Failure to Follow Procedure
I am writing to invite you to attend an investigation meeting following a recent incident reported by Control.
This relates to bus XXX operating off its correct route while on Service/Block on [Date]. On this occasion, the required company procedure was not followed. As previously advised, upon realising that a bus is operating off route, you must immediately Stop, contact Control, and seek guidance before continuing. This procedure is vital to ensure safe operation, maintain customer confidence, and avoid delays, missed stops, or the potential for blameworthy incidents.
As this matter has previously been raised with you, we are now progressing to an investigation meeting to review the incident in detail and discuss your adherence to operational procedures going forward.
Meeting Details
· Date:
· Time:
· Location:
· Supervisor/Manager Conducting Meeting:
Please ensure you arrive promptly and are prepared to discuss the matter.
This is an informal fact-finding meeting therefore there is no statutory right to representation. 
If you have any questions about this letter or require any adjustments to attend, please speak with me as soon as possible.
Yours sincerely,

Name
Staff/Traffic Manager
cc: Employee File
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