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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 

I write following our recent meeting held on [DATE] where we reviewed and discussed your performance. I had explained in this meeting that failure to sustain an improvement in your performance may result in escalation to the formal stages of the procedure.  

As you have not achieved a satisfactory improvement in performance, I write to confirm that you are required to attend a meeting under the Trust’s Performance Improvement Procedure at First Formal – Stage 1. 

The meeting will take place on:

Date:

 

Time:



Venue: 

Reporting arrangements:

Enclosed are copies of all the relevant documentation which will be discussed at our meeting along with a copy of your Job Description and Person Specification. 

You have the right to be represented by a Trade Union representative or a workplace colleague at the meeting.  If you or your representative are unable to attend this meeting, you are required to provide me with an alternative date within 5 days of the date stated above.

Following this meeting if there is evidence of continuing unsatisfactory performance, you may be issued with a First Performance Improvement Notice which will remain live on your personal file for a period of 6 months. In addition, pay progression will be reviewed in accordance with the Trust’s Pay Progression procedure. 

If you have any queries regarding this matter, please do not hesitate to contact me.

Yours sincerely

Name

Title

Cc
Personal File

Enc
Job Description


Person Specification


Performance Improvement Procedure 


Pay Progression Procedure

	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



