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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME

INSERT ADDRESS

Sent by Email to: (if applicable)

Dear NAME Please delete where necessary
Performance Improvement Procedure – (First) Final Formal Stage (1) 2 Meeting Outcome

I write following our meeting held on [DATE] which was held under the Performance Improvement Procedure Stage (1) 2. I was accompanied at the meeting by INSERT NAME AND DESIGNATION OF HR SUPPORT. You were represented/accompanied by INSERT NAME, your trade union representative or work colleague. The purpose of the meeting was to formally review and discuss your performance having failed to sustain an improvement at Stage (1) 2. 

At the meeting we discussed INSERT 

The reasons 

Document the member of staff’s perspective 

Document the expected standards discussed 

I am pleased to inform you that you have achieved the specified levels of performance and no further discussions in relation to this are necessary. However should your performance relapse within the timeframe of the Improvement Notice issued to you on [INSERT DATE] the procedure will recommence at this stage. 

If you have any queries regarding any of the above or would like to discuss further, please do not hesitate to contact me on [INSERT NUMBER].

Yours sincerely

Name

Title

Cc
Personal File
	Queen Elizabeth Hospital

Mindlesohn Way

Edgbaston

Birmingham

B15 2WB

0121 371 2000


	Heartlands Hospital

Bordesley Green Road

Birmingham

B9 5SS

0121 424 2000
	Good Hope Hospital

Rectory Road

Sutton Coldfield

West Midlands

B75 5RR

0121 424 2000
	Solihull Hospital

Lode Lane

Solihull

West Midlands

B91 2JL

0121 424 2000

	Chair: Rt Hon Jacqui Smith
	Chief Executive: Dr David Rosser



