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Dear Name
I am writing to confirm that a formal hearing will take place under the first or second stage of the Trusts capability policy.  At this hearing we will review your work performance.  The following areas are of concern:  outline of areas of concern.  I have arranged for the meeting to take place at time on day, date in the place.

You are entitled to be accompanied by a trade union representative or fellow employee of your choice.   I am enclosing a copy of this letter for you to pass to your representative.

If you have any queries, please do contact me.

Yours sincerely

Manager

