MODEL LETTER 6

Invitation to a First Assessment Stage Meeting

Private & Confidential

[Name]

[Address]

[Date]

Dear

Re:  Capability Interview

Following our meeting held on [date] when I issued you with a warning under the School’s Disciplinary Procedure (Part B1 – Performance), I write to invite you to a meeting to discuss your performance following the First Assessment Stage.

I have to inform you that if there has not been a sustained improvement in your performance, I will be required to issue you with a second written warning and move onto the Second Assessment Stage.

The interview will be held at [time and location] on [date].  You may wish to be represented by your trade union or a work colleague.

The purpose of the interview is to discuss your continued performance difficulties, identify any further support and seek to resolve any issues where possible.  I have attached a copy of the measures previously agreed for your support.

Yours sincerely

Head Teacher

