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PRIVATE AND CONFIDENTIAL
	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Informal Performance Improvement — Outcome of Discussion



Dear [Employee First Name],
▪ Purpose of this Letter
I am writing to confirm the outcome of our informal discussion held on [Date of Discussion], regarding concerns about your performance in your role as [Job Title].
This letter is an informal record of that discussion. It is not a disciplinary letter and does not constitute any formal sanction. Its purpose is to clearly and fairly set out the areas of concern, confirm the improvements required and the support we will provide, and to give you every opportunity to meet the expected standard.
We want you to succeed in your role. We hope this letter and the support we have agreed will help you to do so.
▪ Areas of Concern
The following performance concerns were discussed at our meeting on [Date]:
-  [Describe the first area of concern clearly and specifically. Include relevant examples, dates, outputs or incidents. Describe the gap between the current standard and what is required.]
-  [Describe the second area of concern, if applicable.]
-  [Add further concerns as required. Each concern should be specific, fair and evidenced.]
These concerns have previously been raised with you informally on the following occasions: [List previous discussions with dates, or state 'This is the first time these concerns have been formally documented.']
▪ Required Improvements and Expectations
In order to address the above concerns, the following improvements are required. These expectations are reasonable, achievable within the timescales specified and reflect the standard required of the role.
	REQUIRED IMPROVEMENT
	TARGET DATE
	HOW PROGRESS WILL BE ASSESSED

	[Describe the specific, measurable improvement required]
	 
	 

	[Describe the specific, measurable improvement required]
	 
	 

	[Describe the specific, measurable improvement required]
	 
	 





▪ Support to be Provided
We are committed to supporting you in achieving these improvements. The following support has been agreed between us:
-  [e.g. Regular one-to-one meetings — frequency and day: ________________]
-  [e.g. Training or coaching — details: ________________]
-  [e.g. Adjusted workload or priorities - details: ________________]
-  [Add further support measures as agreed]
▪ Review Arrangements
	Informal improvement period
	[Start Date] to [End Date]

	Mid-point check-in
	[Date]

	Formal review meeting
	[Date]


At the review stage, if the required improvements have been made and sustained, no further formal action will be required and performance will continue to be monitored through normal management processes. If the required standard has not been achieved by the end of the improvement period, we may need to move to a formal stage of the performance management process, which could include a formal Performance Improvement Plan.
If you have any concerns about the content of this letter, about any aspect of your performance or the support provided, please speak to your line manager or contact HR in confidence at any time. You may also seek advice from a work colleague or trade union representative if you wish.

Possible outcomes:
-  Required improvement achieved - process concludes
-  Partial improvement - informal period extended
-  Insufficient improvement - formal Performance Improvement Plan may commence
▪ Employee Response
You are invited to add any comments or observations in response to this letter. This is optional — signing below acknowledges receipt of this letter and that the matters raised have been discussed. It does not constitute agreement with the assessment.
▪ Employee comments (optional):
The employee's comments will be considered as part of the ongoing review process.


▪ Signatures
	Manager Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	

	
Employee Signature
	

	
Print Name
	

	
Date
	



A copy of this letter will be placed on your personnel file. This letter is an informal record and does not constitute a formal warning or sanction.
cc: Personnel File  |  HR (if applicable)
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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