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Dear SALUTATION,

Re:  Outcome of Initial Discussion

Further to our initial discussion on (DATE) which was held in accordance with the Capability Policy. 

At this meeting it was agreed that that you would be placed on the informal stage of the policy for a period of (TIMESCALE).

During the meeting I informed you that I had concerns in relation to your performance and that you were not meeting the standard required for your role.  We discussed a number of concerns which are listed on the attached form.

You were of the view that (insert any issues raised by employee).

We agreed that you would (specify targets to be achieved by employee, including timescales) and that I would (specify any actions to be taken by the line manager, e.g. arranging training / counselling, coaching, mentoring, reasonable adjustments etc).

To assist you further we agreed that we would meet to discuss your progress on a (insert frequency, e.g. weekly/fortnightly/monthly) basis.

A review meeting has been arranged for (DATE) by which time I hope your performance will have reached a satisfactory standard.  However, in the event that your performance does not reach a satisfactory standard or if, in the meantime, further concerns arise about your performance, I should advise that there may be no option than to progress to the next appropriate stage of the Capability Policy.

I hope that our meeting and this letter have helped to clarify the standards expected of you in future and the support available in assisting you to improve your work performance to an acceptable level.  

If you have any queries, please do not hesitate to discuss them with me.

Yours sincerely

LINE MANAGER
