Template Letter 2 - Stage 1 Capability Meeting Outcome
PRIVATE & CONFIDENTIAL

<Addressee>

<Address>

<Date>

Dear <Addressee>

Stage 1 Capability Meeting Outcome
Following the Stage 1 meeting on <insert date> during which I raised concerns with regards to your current level of performance, I write to confirm a summary of these discussions.

Present at the meeting were (insert names/designations). 

(Note to Managers - if the employee was unaccompanied, state that the meeting proceeded without representation).
The Identified areas of performance concerns I raised with you are as follows:

Identified Areas of Performance Concerns:

<Insert Concerns and explain why not meeting the specified standards>

Outcome – please select 
Consequently, I confirmed that it is not deemed necessary at this point to take any further actions under the stage 1 of the Capability Procedure. I will continue to monitor these concerns through <insert how this will be monitored e.g. through normal supervision meetings, appraisals>. Failure to maintain an acceptable level of performance within a 12 month period may result in returning to this stage of the procedure. 
Or
Consequently, I confirmed that as you had informed me that there is a possibility that your current health is impacting upon your performance, it was agreed that a referral to the Council’s Occupational Health Provider be undertaken in order to obtain medical advice.
Following receipt of the medical report if an underlying medical condition(s) has been identified and confirmed as having an impact upon your performance we will aim to support you with any reasonable adjustments as recommended by OH.
Or

Consequently, I confirmed that your performance will be monitored under the County Council’s Capability Policy & Procedure, a copy of which is enclosed for your information.

In order to assist you in achieving satisfactory levels of performance we discussed:

· the attached Performance Improvement Plan including the support required to help attain the targets outlined 

· a review period of <insert number of months (as a general rule between 1 and 3 months)> during which it is expected that you will make a significant and sustained improvement to meet the required standards

· progress meetings to monitor your improvement, which will take place on a <insert frequency> basis.  The first review progress meeting will take place <time/date/venue>. 

You were informed that at the end of the review period a meeting will be held to establish your progress against the targets within the Performance Improvement Plan.  The review meeting has been arranged to be held on <insert date, time and location of meeting>.

You need to be aware of the possible outcomes of the review meeting, which are as follows:

· No Further Action - where performance has reached the required standards you will be expected to maintain that level of performance and this will continue to be measured through your normal supervision meetings and appraisals. Failure to maintain an acceptable level of performance within a 12 month period may result in returning to this stage in the procedure.  

· Extension of Review Period – If you have made some improvements, but performance is still below acceptable standards a further review period of 1 to 3 months will be set. 

· Performance remains Unsatisfactory - if it appears that your performance remains unsatisfactory, you will be invited to attend a Stage 2 Capability Meeting.  If after Stage 2 there is still no or little improvement in performance, a Stage 3 Capability Hearing will be arranged and a possible outcome of this could be dismissal. 
Should your performance cause significant concern and it is clear you will not meet the performance improvement plan before the end of the review period then the review period may be brought forward.
In the meantime, should you identify any further support that you believe will assist you in achieving the targets outlined in your Performance Improvement Plan, please let me know immediately.

Should you have any queries regarding the content of this letter please do not hesitate to contact me.
Yours sincerely

<Manager>
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