Letter terminating employment for poor performance
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Termination of employment
Thank you for attending the capability meeting on [• DATE].  I chaired the meeting, you were accompanied by [• NAME] and [• NAME] was present to take a note.  As you know, the meeting was convened under the capability procedure to consider ongoing concerns that your performance is below the required standard.

Having had time to consider the points discussed at the meeting, and in summary of what follows, I write to confirm [• your employment will be terminated on notice for capability reasons].  I regret this will be very disappointing for you.  
As you know, we first identified concerns about your performance on [• DATE].  In particular, [• insert details of original concerns].  We initially addressed our concerns informally with you.  We agreed targets for improvement and put in place additional support for you, namely [• insert details of original additional support].

Regrettably, you did not make the necessary improvements and so as you know, we commenced formal capability proceedings on [• DATE] to set a clear framework to attain the standard of performance required.  A performance improvement plan incorporating appropriate targets, support and timescales was put in place alongside a written warning requirement improvement on [• DATE].  Following a review against the targets at a further capability meeting on [• DATE] it was regrettably necessary to issue you with a final written warning on [• DATE].  At each stage of the process, we have agreed targets for improvement with you.  We have also maintained additional support for you, most recently by [• insert details of most recent support].
Your final written warning dated [• DATE], which is still active, warned you that, unless your performance improved, you would be likely to be dismissed. Unfortunately, you have not demonstrated the required improvement within the reasonable timescales set for you and as a consequence a decision has sadly been made to terminate your employment on the basis that you have not been able to satisfy us that you are capable of performing your role as a [insert job role] to the standard needed by the organisation. 
The following arrangements apply to the termination of your employment:

· [• your employment will terminate on [• DATE].  [• You will be paid in lieu of your [• INSERT LENGTH] notice period.  Your pay in lieu of notice will be subject to deductions for income tax and National Insurance in the usual way OR You are required to work out your notice period of [• INSERT LENGTH];] 
· [• you will receive a payment in lieu of [• NUMBER] days' accrued but untaken [• statutory] holiday OR you have taken [• NUMBER] days holiday in excess of your annual leave entitlement and the organisation will deduct these from your final salary payment in accordance with your contract of employment;]

· [• if you have any expenses claims, please submit these to [• NAME] for approval by [• DATE] so that you can be reimbursed as part of your final salary payment;]

· you must return any property including [insert details such as mobile phone, laptop computer, confidential documents] belonging to us in good condition by [• DATE];
· your final payment of salary shall be made on [• DATE], subject to normal deductions of tax and National Insurance contributions.  We shall forward your P45 to you in due course;
· [• you will remain bound by your duty of confidentiality as an ex-employee.]
Right of appeal

You have the right to appeal against this decision.  If you wish to do so, please inform [• NAME] in writing by [• DATE] setting out full reasons for your appeal.  [• If you submit an appeal, the dismissal will still take effect, although you would be reimbursed for any lost pay if you were to be reinstated.] 
I very much regret it has been necessary to terminate your employment, and I wish you the best for the future.

Yours sincerely
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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