Letter invite to stage 1 capability review meeting 
[Date]

[Employee’s name]

[Employee’s address]

Dear [Name]
Stage 1Capability review meeting
Further to our recent discussion, I am writing to confirm that we have arranged a Stage 1 capability review meeting for [date] at [time] at [location].

As you are aware, the company is concerned about your level of performance and the fact that [E.G. STATE THE PERFORMANCE CONCERNS]. The purpose of the capability review meeting is to discuss [e.g. your poor sales results/poor quality work].
At the meeting you will be given the opportunity to put your case, which will be considered against the background I have described. So that you are fully aware of the issues that we will be discussing, I attach to this letter [list the information to be attached e.g. agreed action plan, sales figures for the relevant period/witness statements, etc.]  
Although no decisions have been made at this stage, you should be aware that the meeting may result in you being issued with a First Improvement Notice under the Capability Procedure. 
[NAME] will be conducting the meeting and [NAME] will be attending as note-taker. You have the right to be accompanied at this meeting by a fellow employee or an accredited trade union representative *[or a parent/guardian], should you wish. 

I attach a copy of the Company Capability Procedure.

If you have any questions about the meeting, please do contact me on [INSERT TELEPHONE NUMBER].

Yours sincerely 
[NAME]

[JOB TITLE]
Cc file

*If under 18 or a support worker if required by an employee with disabilities

