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EMPLOYEE RELATIONS
Invite to Capability Meeting Letter


PRIVATE AND CONFIDENTIAL

	DATE
	[Insert Date]

	EMPLOYEE
	[Employee Full Name]

	JOB TITLE
	[Employee Job Title]

	DEPARTMENT
	[Department]

	MANAGER
	[Manager Name]

	JOB TITLE
	[Manager Job Title]

	RE
	Invitation to a Formal Capability Hearing



Dear [Employee First Name],
▪ Invitation to a Performance Capability Hearing
I am writing to invite you to attend a formal capability hearing. This hearing has been convened in connection with ongoing and serious concerns about your ability to meet the performance standard required of your role as [Job Title].
This letter does not constitute a disciplinary letter and you are not being accused of misconduct. A capability hearing is a formal process designed to assess the current position in relation to your performance and to determine the appropriate next steps in a fair and structured way.
This matter should be treated confidentially by all parties.
▪ Background
You will be aware that your performance has been the subject of concern over a period of time. The following formal support and management interventions have previously taken place:
	INFORMAL PERFORMANCE DISCUSSIONS 
	[Dates]

	INFORMAL PERFORMANCE IMPROVEMENT LETTER ISSUED 
	[Date]

	PERFORMANCE IMPROVEMENT PLAN (PIP) COMMENCED 
	[Date]

	PIP REVIEW MEETING(S) HELD 
	[Date(s)]

	PIP OUTCOME — STANDARD NOT ACHIEVED 
	[Date of final PIP review]



Despite the support and time provided during the above process, the required standard of performance has not been achieved and has not been sustained. The organisation therefore considers it necessary to convene this formal capability hearing.
▪ The Performance Concerns
The capability hearing will consider the following performance concerns, which remain unresolved following the performance improvement process:
1.  [Describe the first performance concern clearly and specifically, with reference to the standard required and the evidence of the shortfall]
SECTION 01
[Describe the second performance concern if applicable]



SECTION 02
[Add further concerns as required]



The purpose of the hearing is to review the current position fairly, consider the support already provided and determine whether any further reasonable steps are available.
The hearing may also consider whether there are any underlying factors impacting performance, including health-related issues, training needs or workplace support requirements.
▪ Potential Outcomes
Please be aware that, if the Hearing Manager determines that your performance has not met the required standard and that there may be limited further reasonable steps available to support an improvement, the outcome of this hearing may include dismissal. The full range of possible outcomes includes:
-  No further action — performance is found to be at an acceptable standard
-  Agreement of a further structured improvement plan with specific targets and timescales
-  Redeployment to a suitable alternative role, subject to availability
-  Dismissal with appropriate notice

Dismissal is a potential outcome of this hearing. If you are in any doubt about your position, you are strongly encouraged to seek advice from a trade union representative, an employment solicitor or Citizens Advice before the hearing.


▪ Hearing Details

	DATE 
	[Date]

	TIME
	[Time]

	LOCATION / PLATFORM
	[Location / MS Teams]

	DURATION (APPROX.)
	[e.g. 1-2 hours]

	HEARING CHAIRED BY
	[Manager Name and Job Title]

	ALSO IN ATTENDANCE
	[e.g. HR Representative / Note Taker]


The hearing may be conducted remotely where appropriate.
▪ Your Right to be Accompanied
You have the statutory right to be accompanied at this hearing by a work colleague or a trade union representative of your choice. Please notify [HR contact] in advance if you wish to exercise this right. Your companion may make representations on your behalf and confer with you but may not answer questions on your behalf. Where your chosen companion is unavailable, an alternative reasonable date may be agreed.
▪ Evidence and Documents
The following documents are enclosed with this letter for your review ahead of the hearing:
-  [e.g. Your original job description and performance standards for the role]
-  [e.g. Records of previous performance discussions and meetings]
-  [e.g. Original Performance Improvement Plan and objectives]
-  [e.g. PIP review records and final review outcome letter]
-  [e.g. Any relevant performance data, reports or evidence]
You are entitled to submit evidence of your own ahead of the hearing. If you wish to do so, please provide any documents to [HR contact] at least [e.g. two] working days before the hearing date.
If you require any reasonable adjustments to participate fully in this hearing, please notify [HR contact] as soon as possible.
Any relevant health, wellbeing or workplace support information may also be considered during the hearing where appropriate.
The Hearing Manager will consider all available evidence, including any information you wish to present at the hearing, before reaching any decision.
▪ Your Right of Appeal
If a formal decision is made following this hearing, you will have the right to appeal that decision. Details of the appeals procedure will be set out in the outcome letter.
If you are unable to attend on the date and time proposed, please contact [HR contact] as soon as possible. Unreasonable refusal to attend a properly convened capability hearing may result in the matter being progressed on the basis of the information currently available.



Yours sincerely,

	SIGNATURE
	

	PRINT NAME
	

	JOB TITLE
	

	DATE
	



Enclosures: [List enclosed documents]
cc: Personnel File  |  HR
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