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Template- STAGE 2 - FORMAL MEETING OUTCOME LETTER

	
<Date>

Ref: 


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Employee’s Name>
<Home Address/Email – dependent on method of communication agreed>
	Worcestershire Acute Hospitals NHS Trust
3 Kings Court
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: <contact number>
Email: <Email address> 




Dear <Employee’s Name>
Formal Stage 2 Outcome

I write further to recent correspondence and the meeting that was held on (DATE) (this letter should be sent no more than 7 calendar days after the meeting unless otherwise agreed) under Stage 2 of the Performance Management Policy.

I am now in a position to provide the outcome of the meeting to you 

During the meeting, the following was outlined; 
· The reasons why the colleague’s performance has not met the required standards (within the original Improvement Action Plan if the Informal Stage was carried out)
· Explore the reasons for the underperformance
· Explain the effect poor performance has on the effective provision of service delivery

You were given the opportunity to respond to the concerns in which you stated that… (please state what the employee said).  

I also asked you if there were any underlying work-related problems or support the Trust could offer you to facilitate an improvement in your performance and you said that there *was / was not* (please state what the employee said).  

(If meeting was adjourned) I explained that the Formal Meeting would be adjourned to consider further evidence before reaching a decision, and I asked whether you would like to receive the outcome in writing or in a reconvened meeting, to which you advised that you would prefer…

In determining the outcome of the Formal Stage 2 meeting, consideration has been given to your views and the documentation presented and reviewed. I have reached a decision based upon the evidence and documentation considered. I can confirm that the outcome of the Stage 2 Formal Meeting is (delete as appropriate) 

a) A revised Improvement Action Plan and Formal Review Period. The formal review period will be for a period of <X months>. During this time regular progress monitoring meetings will take place with your line manager. 

OR

b) A written Capability Warning *; A revised Improvement Action Plan and Formal Review Period will be set over a period of <X months>. During this time regular progress monitoring meetings will take place with your line manager. 

OR 

c) No formal action taken. 


At the end of the Formal Review Period your line manager will make an assessment, based on fact and evidence, as to whether you have achieved the standards required as set in the Improvement Action Plan. Your line manager will ensure that all the agreed support actions as part of the Improvement Action Plan have been implemented.

You were advised that if the required improvement in performance is not achieved during the review period and sustained this will lead to a further meeting where it may be necessary to proceed to a Stage 3 Capability Hearing in accordance with the Trust’s Performance Management Policy which could ultimately result in the termination of your employment with the Trust.

You have the right to appeal against this decision in writing, stating the grounds of appeal, within 14 calendar days of the Stage 2 meeting to <Name and Job Title of next in line manager>.

I trust that this meeting will lead to the improvement required in your performance and that further formal action will not be necessary.

If you require any further information, or should you have and queries, please do not hesitate to contact.


Yours sincerely




(Name/Job Title of Manager)



cc	Name, Trade Union Representative (if applicable)

enc	Performance Management Policy
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