
 
 
 
 
Private and Confidential 
 
[Addressee] 
[Address line 1] 
[Address line 2]  
[Town] 
[County] 
[POSTCODE] 
 
[Date] 
 
 
Dear [Enter name] 
 
Termination of employment on Capability 
 
I am writing further to the formal review meeting which took place on [Enter date]. [Enter names and 
positions] were present at that review in addition to ourselves.] 
[OR 
You were offered the opportunity to be accompanied at this meeting but you stated that you were happy 
for the meeting to proceed without a representative. 
ALL 
The purpose of the meeting was to discuss your continued failure to meet the required standard of 
performance for your role. We discussed the steps taken so far to improve your performance which are as 
follows.  [Enter details] 
We had looked to see if there was any suitable alternative employment within the organisation but * 
unfortunately there are no suitable vacancies/ *after careful consideration of available vacancies, none 
were considered suitable. * Delete as appropriate 
As there has been no sustained satisfactory improvement after suitable support in a reasonable time 
frame, regretfully, there is no alternative but to terminate your employment on the grounds of capability. 
*You are entitled to [Enter number] weeks’/months’ notice which you are required to work and your last day 
of employment will be [Date]. You will/will not be required to take outstanding holiday during your notice 
period.   OR 
* I informed you that I would pay you [Enter number] weeks’/months’ salary in lieu of notice, together with 
your outstanding holiday pay. I will arrange for this to be forwarded on to you together with your P45 as 
soon as possible. 
* Delete as appropriate 
If you wish to appeal against my decision, this should be made in writing, addressed to [Enter name and 
position] within [Enter number] working days from receipt of this written confirmation. 
I am sorry that your employment with [Enter name of the organisation] has ended in this way and would 
like to thank you for your loyal service. We wish you all the best for the future. 
 
Yours sincerely 

 

 

[Signatory name] 
[Job title / Department] 


