		BRENT CITIZENS ADVICE BUREAU





270-272 High Road


Willesden


London NW10 2EY








This matter is being dealt with by S Rozansky








Our ref: 10281-YUAW-BIR-1-E5








Annette Groark


Personnel Department


Birkbeck College


Malet Street


London WC1E 7HX








Dear Ms Groark





Re: Mr W Yuan 48 Old Oak Lane, London NW10 6ET





We are writing to you about the above named client, enclosing the relevant letter of authority.





We understand that a decision not to continue our client's employment was made, following a review of his first three months of employment.  The review states that there were several areas that were unsatisfactory in our client's performance.





The Probation procedure, as set out in the Handbook, state that if an area of dissatisfaction is discovered, the probationer should be informed immediately and be given advice and assistance to rectify it.  Our client was not informed of dissatisfaction, nor given an opportunity to rectify the problems brought up in the assessment.  Furthermore, the Handbook states that if the mid-point report indicates that progress has not been entirely satisfactory, the probationer should be given full details of specific areas which need to be improved, with an indication of how this improvement is to be achieved.  The mid-point report was not used as an opportunity to highlight problems and rectify them; it was used to dismiss our client.





With regards to the assessment made on our client, can you please indicate:


What are the justifications and reasons behind your dissatisfaction of our client's performance?


What is an appropriate and respectful way to communicate with a supervisor?


What are the criteria used to judge presentation skills?


Why weren't our client's presentation skills up to scratch?





Our client would like to be reinstated in his position, and be allowed the opportunity to complete his probationary period in a manner that would follow the correct procedure.





Please can you indicate if you are willing to accept this proposal, and treat our client in a way that is fair and just, according to the procedures in the Handbook.





With thank you in advance for your consideration on this matter.





Your Sincerely











Jacqueline Carr


Bureau Manager








Enc:	Letter of authority


CC:	client


