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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME

INSERT ADDRESS

Sent by Email to: (if applicable)

Private and confidential

NAME

ADDRESS

Dear NAME 

Performance Improvement Procedure – First Formal Stage 1 Meeting Outcome

I write following our meeting held on [DATE] which was held under the Performance Improvement Procedure Stage 1. At the meeting 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 the meeting we discussed INSERT 

The reasons 

Document the member of staff’s perspective 

Document the expected standards discussed 

Document possible solutions identified.
Document the review period (typically 6 weeks but dependent upon availability of training identified)

We agreed that we would hold regular interim review meetings (usually weekly) during this X period of time to ensure you are provided with feedback on your progress and to discuss and overcome obstacles you may be facing in achieving the expected standards pertaining to your role.  

Please find attached the formal performance improvement plan discussed and agreed at the meeting. I explained to you that this is a First Performance Improvement Notice which will remain ‘live’ on your personal file for a period of six months from today. Should this process be stopped and there is a further decline in your performance during the improvement notice period the performance improvement process will recommence.

At the end of the formal review period a further meeting will be held to discuss your progress and conclude that you have either achieved the specified levels of performance, a further six week period of review is required or final formal management is required. This meeting has been arranged for INSERT DATE. 

If you have any queries regarding the content of this letter please do not hesitate to contact me on INSERT NUMBER.

Yours sincerely

Name

Title

Cc
Personal File

Enc
First Formal Performance Improvement Plan

	Queen Elizabeth Hospital

Mindlesohn Way

Edgbaston

Birmingham

B15 2WB

0121 371 2000
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B9 5SS
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	Good Hope Hospital

Rectory Road
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West Midlands
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0121 424 2000
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Solihull

West Midlands

B91 2JL

0121 424 2000
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