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PRIVATE & CONFIDENTIAL
<Addressee>
<Address>
[bookmark: _GoBack]


<Date>

Dear <Addressee>

Stage 1 Capability Review Meeting 

I refer to the review meeting held on <insert date> under the Stage 1 of the Capability Policy and Procedure.  <insert  attendees>  present at the meeting.

<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
I write to confirm that following the <insert number of months> review period during which your performance levels were monitored, although you have made some improvement regarding the standards required, your performance levels still below acceptable standards. A further review period of <insert number of months i.e. between 1 and 3 months> has therefore been set to continue to monitor you against these.

Your Performance Improvement Plan was updated and amended accordingly, a copy of which is attached and we agreed that progress meetings will take place on a <insert frequency> basis.  The first 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.  This review meeting has been arranged to be held on <insert date of meeting>.

You were made aware that should there be no or little improvement at the end of this extended review period, you will be required to attend a Stage 2 Capability Meeting. Should your performance remain unsatisfactory after the Stage 2 Capability Meeting you will be required to attend a Stage 3 Capability Hearing, at which your dismissal on the grounds of capability may be considered. 


Performance Remains Unsatisfactory
I write to confirm that following the <insert number of months> review period during which your performance levels were monitored, you have made no or little improvement and shown few signs that you will be capable of meeting the required standard and you will therefore be required to attend a Stage 2 Capability Meeting. 

Please note that you will be informed of the arrangements for this Stage 2 Capability Meeting in due course.  

Should your performance remain unsatisfactory after the Stage 2 Capability Meeting you will be required to attend a Stage 3 Capability Hearing, at which your dismissal on the grounds of capability may be considered.

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

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


Yours sincerely
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