
[Addressee] 
[Address line 1] 
[Address line 2]  
[Town] 
[County] 
[POSTCODE] 
 
[Date] 
 
 
Dear [Enter name] 
 
Outcome of the formal Capability Meeting 
 
I confirm the outcome of the formal disciplinary meeting held on [Enter date] at [Enter time] at 
[Enter location] as follows. 
Present at the meeting were [Enter names and positions] and ourselves. You were given the 
opportunity of being accompanied by a work colleague of your choice or an accredited trade union 
official, which you declined [delete if accompanied]. 
The meeting had been arranged to discuss your performance in the role of [Enter role] and to give 
you the opportunity to provide an explanation for the following specific areas of concern: 
[Enter details/grounds for commencing this formal action] 
You were given every opportunity to explain and account for these concerns. 
I have listened carefully to your explanation(s) but I find them unsatisfactory because [Enter 
details]. 
[Ensure that what was said at the meeting is repeated in the letter.] 
As a consequence, I have decided to issue you with a *first/second improvement warning. The 
organisation requires an immediate, substantial and sustained improvement in your performance 
as follows: 
[Enter the improvements required] 
We discussed the training and support you needed and *you said that none was necessary. OR we 
agreed the following support to assist you in making an improvement: 
[Enter details of training /supervision/support agreed] 
Your performance will be monitored and the next review meeting will be held on [Enter date]. 
Should you fail to achieve the required standard, you may be subject to further formal action 
under the capability procedure. 
This warning will be placed on your personal file but will be disregarded after a period of [Enter 
number of months] months. 
You have the right to appeal my decision. This should be made in writing, addressed to [Enter 
name and position] within [Enter number of days] of working days from the receipt of this letter, 
stating you reasons for the appeal. 
If you have any queries regarding the content of this letter, please do not hesitate to contact me. 
 
Yours sincerely 

 
 
 
[Signatory name] 
[Job title / Department] 
 


