
Invitation to capability meeting
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Capability meeting

Thank you for your time at our meeting today, which I appreciate will not have been easy for you.  I am writing to confirm our discussion.
In our meeting, I explained to you that for some time now, the organisation has had concerns that your performance has fallen below the required standard.  As a [• role], your role is to [insert detail of role].

Our concern is that you are not performing this role to the standard the organisation requires.  We have met informally to discuss the organisation's concerns and expectations on a number of occasions over the past [• months] but despite these discussions, the concerns remain.  You are therefore required attend a formal capability meeting in [• location] on [• 00 month year] at [• time].  
The purpose of the meeting is to consider whether your performance has fallen below the standard required, your response to the concerns raised, any factors that may be affecting your performance  and any suggestions as to appropriate support, training and supervision which could be provided to assist you in meeting the performance standards expected.  I would also like to discuss, if appropriate, the time frame over which your performance may be monitored and the likely consequences if your performance does not improve over that timeframe.  Following the meeting I will decide what, if any, action should be taken.

The concerns which I would like to discuss further with you are:

· [give itemised summary of the performance concerns and information obtained as a result of investigations into the concerns -specific examples can be helpful in providing an insight into the concerns]

I enclose a record of our previous meetings in relation to your performance including targets set.  [• I also include a copy of the investigation I have carried out into the concerns that have been identified.]
The meeting will be held in accordance with the capability procedure which is attached.  I will conduct the meeting.  [• NAME] will also be present to take a note.  You are entitled to bring a fellow employee or a trade union representative to the hearing in accordance with our capability procedure.  If you wish to bring a companion, please let me know their name as soon as possible.

We do not intend to call any witnesses to the meeting.  If you wish to call any relevant witnesses to the meeting please let us have their names as soon as possible and no later than [• DATE].  If there are any further documents you wish to be considered at the meeting, please provide copies as soon as possible.  If you do not have those documents, please provide details so that they can be obtained.

If, following the meeting, the organisation's concerns surrounding your capability are upheld, we may [• set formal targets for improvement and / or issue you with a written warning, requiring improvement under our capability procedure - confirm other possible outcomes if different].  We will of course work with you to provide you with supportive measures to assist with improving your performance and set appropriate timeframes to review your progress.  It would be useful to understand from you if you think there are any particular support which would assist you.

If you are dissatisfied with the outcome of the meeting you will have the right of appeal.  If there is no or insufficient improvement, and further formal action becomes necessary, please note you could be issued with a final written warning or you could eventually be dismissed on the grounds of capability.

Please confirm that you have received this letter and that you will attend at the time stated above.  If, for any unavoidable reason, you or your companion cannot attend at that time please contact me as soon as possible.  
I realise that this must be a difficult time for you and [• NAME] is available for you to talk with should you need support.
I regret that this action is required at this time but by engaging in this formal process it is hoped that these concerns can be addressed in a constructive and collaborative manner enabling you to then put this behind you and succeed in your role.

If you have any questions, please contact me as soon as possible.

In the meantime I would like to thank you for your continued professionalism and support.

Yours sincerely
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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