








Employer name

Employer address
PA name

PA address
(Insert Date)
Dear (name of PA),
I am writing to inform you that I will be introducing regular supervision meetings for all my PAs going forward.  
These supervision meetings will take the form of a regular one-to-one meeting which will give both of us a chance to review how things are going and discuss any issues that have arisen since the last meeting in an open and honest way. I will use these meetings to give you feedback on the work you are doing and we can discuss anything that may need to be changed in the future.  Anything discussed in these meetings will be kept strictly private and confidential.  
It would be helpful if you could prepare for each supervision meeting by thinking about the positive aspects of your work and any issues or concerns that you have so that we can work on ways to resolve these.  Making notes on the attached template may help you to do this. 
These supervision meetings will be held during your regular shift times. I will take note of any actions that we agree and make sure that you have a copy of my notes. 
The details of your first supervision meeting are: 
 

	Date
	

	Time
	

	Location
	


I look forward to this meeting and future ones.

Best regards,
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