LETTER First Improvement Notice
Dear [name]
First improvement notice
This letter is to confirm the outcome of the Stage 1 capability review meeting on [date]. As you were advised, your job performance is not up to the standard required by the Company and you were given a first improvement notice. 
The areas that have been identified and drawn to your attention as requiring improvement are: [describe or attach an agreed action plan].  

You are expected to reach and sustain the required standard of performance by [date], at which time the company will review the situation. However, the company expects to see immediate and significant improvements before that date [(OPTIONAL) in line with the action plan that we have agreed]. 
[(IF APPROPRIATE) In order to help you improve your performance, I have arranged for you to attend a *training course/other event on [DATE], at which you will be given [DESCRIBE SUPPORT TO BE GIVEN].

This notice will cease to have effect on [DATE]. Please note carefully that if you fail to reach and sustain the required standard of performance by [specified date, as above], further action will be taken under the company’s Capability Procedure.

If you wish to appeal against this first improvement notice, you should do so by writing to [name and title], within *[five] working days of having been notified of the decision, stating the reasons for your appeal.

If you have any queries about this letter, please come and discuss them with me.

Yours sincerely,
[NAME]

[JOB TITLE]

*Delete/amend as appropriate

