STAGE 3 Capability Review Meeting Outcome (no dismissal)
[Date]
[Employee’s NAME]

[EMPLOYEE’S address]
Dear [NAME]
Stage 3 Capability review meeting outcome

I write further to your Stage 3 capability review meeting held on [DATE] and conducted by [name]. For the record, [name] attended as company witness/note-taker and *[name] attended as your companion/you declined to be accompanied.
This letter is to confirm the outcome of your meeting. The company has decided to issue you with a further Final Improvement Notice. The areas requiring improvement are the following:

[INSERT DETAIL AND 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 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 failing to reach and sustain the required standard of performance by [specified date, as above] will result in the termination of your employment.
If you disagree with my decision in this matter, you have the right to appeal. Any appeal must be made in writing to [name, job title] at [address] within *[five] working days of this decision being communicated to you. 
Yours sincerely

[name]
[job title]
Cc file
* Insert/delete as appropriate

** Subject to you having the contractual right to make such a deduction

