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Template- STAGE 3 – CAPABILITY HEARING 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>
Outcome of Stage 3 - Capability Hearing

I write to confirm the outcome of the Stage 3 Capability Hearing that was held on Date in the Venue at the Hospital Site.  The Hearing was convened and conducted in accordance with the Worcestershire Acute Hospitals NHS Trust Performance Management Policy.   
The Capability Hearing Panel members were myself as Chair of the Panel and Name of HR Support.
Name of Manager presented the Performance Assessment Report at the Hearing supported by Name of HR Support. The following witnesses were called to attend the Hearing: Add names. 

At the Capability Hearing you chose to be accompanied by Name and job title and confirmed that you did not wish to call any witnesses yourself. 
The purpose of the Capability Hearing was to thoroughly explore the performance concerns in an open and constructive manner.   
List performance concerns
Add in information from the hearing

In reaching this decision the Panel took into consideration [e.g. mitigation, identified training needs, etc.]

Having carefully considered the evidence presented at the hearing, it is the panel’s decision that a revised Capability Warning be issued / redeployment into another role be recommended / dismissal with contractual notice / no formal action taken.  This means that….


You have the right to appeal against any formal capability sanction. Appeals will be held in accordance with the Trust’s Appeals Policy. Your appeal should be made in writing to the Assistant Director of People within 14 calendar days of being informed of the decision you are appealing.

Your appeal must clearly set out the grounds for your appeal, your statement of case (i.e. the information you wish to be considered at appeal) and include any other relevant documentation you wish to be reviewed. You can appeal if you have strong grounds to believe:

· the procedure has not been followed properly
· the decision reached was not objective or fair
· the decision was not appropriate in light of the evidence presented.

Please refer to the Trust Appeals Policy and Toolkit for further guidance on the Appeals Process.

I have copied this letter to all those present at the Hearing, plus your line manager in order this letter can be retained on your personal file for a period of 12 months.

Please be reminded this is a confidential process and should not be discussed any wider that those present during the Hearing process. 

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


Yours sincerely





(Name)
Panel Chair



cc	Name, Trade Union Representative (if applicable)

enc	Performance Management Policy
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