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Template Letter- INVITE TO STAGE 3 FORMAL FINAL REVIEW PERFORMANCE MANAGEMENT MEETING

	[DATE]

PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY
Name
Address

Sent via Recorded Delivery and email to #### 
	Sender’s Address
Tel: 01905 76####
Email: ###@nhs.net






Dear Name

Stage 3- Formal Final Review Meeting

I write further to the Stage 2 Formal Performance Management Meeting which took place on DATE in accordance with the Trust’s Performance Management Policy.

As you are aware, we have met regularly since this meeting to review your progress against the Performance Improvement Action Plan.  

The following concerns regarding your work performance are outstanding:
· 
· 
· 

The reasons for these concerns are eg ### impact on patients, colleagues, KPIs etc

As a result, I am requesting that you attend a Stage 3 Formal Final Review Meeting in accordance with the Formal Stage of the Trust’s Performance Management Policy. I will chair this meeting and will be accompanied by XXXX, HR Representative.

This meeting will take place on (Date/Time/Venue) [the colleague must be given 7 calendar days’ notice] and you should be aware that a possible outcome of this meeting is that you will be referred to a Stage 3 Capability Hearing if the Trust decides your performance is unsatisfactory.

I enclose a copy of the Stage 1 and Stage 2 outcome letters, notes of our previous meetings, your Performance Improvement Action Plan and other relevant documents for your information including the Performance Management Policy.  

You have the right to be represented by a Trade Union representative or a work based colleague at this Meeting. If you wish to be represented by a staff-side representative you are advised that you are responsible for contacting them and advising them of the arrangements and therefore you should contact them immediately. 

I should be grateful if you would confirm with ## on extension ## that you will be attending this meeting. 

If you have any queries concerning the above arrangements, please do not hesitate to contact me.

Yours sincerely,

[NAME]
[TITLE]

Cc #### HR Representative

Enclosures

cc	Performance Improvement Action Plan
	Notes of previous meetings
	Performance Management Policy
	Stage 1 Outcome Letter 
	Stage 2 Outcome Letter
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