	



Letter issuing final written warning for poor performance
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]

Final written warning
Thank you for attending the capability meeting on [• DATE].  I chaired the meeting and you were accompanied by [• NAME].  [• NAME] was present to take a note.  As you know, the meeting was convened under  our capability procedure to consider the 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 inform you of my decision [• to issue you with a final written warning].  

The reason for this final written warning is that your performance remains unsatisfactory on the basis that you have not achieved the improvement targets set following the previous capability meeting and recorded in the  written warning dated [• DATE], which has not yet expired.
The details of your unsatisfactory performance are as follows: 

· [details of unsatisfactory performance including a summary of the improvement targets and progress made towards them ].


You were expected to meet the agreed improvement targets by [• DATE] and [• you have been attending regular review meetings to discuss your progress].  We have also been providing you with additional support to help you achieve those targets, namely [• details].
At the most recent meeting we again discussed the standards of performance expected of you and we have now set the following, updated, targets for improvement:

· [details of expected improvements].


We expect these improvements by [• DATE] and will meet with you on or around [• DATE(S)] at a further capability meeting to review your progress. Details of the meeting will be provided to you closer to the time. 
[• We have agreed [details of any other action that will be taken, including additional training or supervision].]

This final written warning shall be placed permanently on your personnel file but shall be disregarded for after [•12] months, provided the improvements set out above are achieved and maintained throughout that time.

Please note that failure to achieve and maintain the necessary improvements during that time is likely to result in a capability meeting, which may lead to your dismissal.

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.  
Pastoral support

I appreciate this will be a difficult time for you.  If you feel you would benefit from any additional support in addition to the support outlined above, please do say.
If you have any questions, please let me know.
Yours sincerely

[NAME]

[POSITION]

[NAME OF EMPLOYER]
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