MODEL LETTER 10

Cessation of Process

Private & Confidential

[Name]

[Address]

[Date]

Dear

Re:  Capability Interview

Following your formal capability interview on [date] in which you were issued with a final warning under the school’s Disciplinary Procedure (Part B1 – Performance), I write to confirm that there has been a satisfactory improvement in your performance.

I can confirm that no further action will be taken under the formal capability procedure and I hope that you will be able to continue to improve your performance.  If you require any further help please do not hesitate to contact me.

Yours sincerely

Head Teacher

