Template Letter 8 - Stage 3 Capability Hearing Outcome 
PRIVATE & CONFIDENTIAL

<Addressee>

<Address>

<Date>

Dear <Addressee>

Outcome of Stage 3 Capability Hearing 
I write to confirm the outcome of the Stage 3 Capability Hearing held on (insert date).  Present at the hearing were (insert names/designations). 

(Note to Managers-if employee was unaccompanied state hearing proceeded without representation. If employee and/or representative did not attend state this) 
At the hearing the following concerns were considered:
Identified Areas of Performance Concerns:

<Insert concerns>

The Panel took into account all the evidence provided at the hearing and considered any mitigating circumstances before confirming to you the decision. 
<Insert details of main points raised and considered in reaching the decision >

Outcome – Please select 

No Further Action 
This letter serves as confirmation of the decision that you have reached the required levels of performance and the review period has ended. No further action will be taken provided that acceptable performance levels are maintained. Failure to maintain an acceptable level of performance within a 12 month period may result in returning immediately to this point in the procedure.

* Delete if not relevant
*Furthermore, I can confirm that Corporate HR Admin have been instructed to subsequently pay the increment that was withheld.  

May I congratulate you on the effort you have put in to achieving these standards and I hope that you continue to maintain these.

Extension of Review Period

This letter serves as confirmation of the decision that you were given an extension to the review period in accordance with the Capability Policy and Procedure.  Your Performance Improvement Plan will now be updated and you will be monitored for a further <insert time period between 1 and 3 months> period.

Should you not have made or maintained satisfactory progress at the end of this review period, the Capability Hearing will be reconvened with the same panel. Outcome of this will result in one of the following:
· Extension of review period

· Dismissal with contractual notice

Should you be dismissed on the grounds of capability you will have the right of appeal against the decision.

The above is in accordance with the County Council’s Capability Policy and Procedure, a copy of which was provided to you in earlier correspondence.

Dismissal with Notice

Having considered all the available information, including that presented at the hearing, the decision of the Panel is that you be dismissed on the grounds of capability due to your continued unsatisfactory work performance.

As this is not a summary dismissal, I am issuing you with <Number of weeks> paid notice from the <date> therefore your employment with Lincolnshire County Council will be terminated on <date>. 
As advised, you have a right of appeal to Elected Members of the County Council, against the decision to terminate your employment. If you wish to exercise this right, you should do so by writing to (insert name), HR Adviser, Serco, Thomas Parker House, 13/14, Silver Street, Lincoln, LN2 1DY, within ten working days of receiving this letter. As identified in the enclosed Appeals Policy you will need to identify the grounds for your appeal.

Yours sincerely

<DMT Manager/Head of Service>

<Directorate>
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