MODEL LETTER 5

Issue of Final Warning

Private & Confidential

[Name]

[Address]

[Date]

Dear

Re:  Capability Interview

Following your formal capability interview on [date] in the presence of [attendees] I am writing to confirm that you were issued with a final warning under the School’s Disciplinary Procedure (Part B1 – Performance).

The meeting considered the progress you have made since [date] regarding your under performance in the following areas [outline areas for improvement].  As discussed, the standard of your performance is of serious concern and particular effort is required from you to improve.  As agreed we will meet on [date] to review the situation.

As advised, this final warning carries an assessment period not exceeding four weeks.

If your subsequent performance has been maintained after six terms the caution will be regarded as having lapsed.

I must make you aware that if your performance does not significantly improve, your continued employment may be at risk and this could lead to the termination of your contract.

You may appeal against this warning.  If you wish to exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by the Staff Dismissal Committee of the Governing Body.

I hope that the support offered to you will assist with an improvement in your performance.

Yours sincerely

Head Teacher

