MODEL LETTER 3

Invite to Formal Interview

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Re:  Capability Meeting

Further to the letter dated [insert date] I am writing to inform you that as there has been no improvement in your performance you are required to attend a meeting as part of the School’s Probationary Policy.
You may wish to be accompanied by your trade union representative or work colleague at the meeting.  The school’s advisor will be in attendance.

The purpose of this meeting is to discuss the information provided by your manager/head teacher (delete as appropriate) and will consider your future employment.

This meeting has now been arranged and will be held on [insert date] at [insert time] at [insert venue].   I must warn you that the outcome of the meeting could result in your dismissal from your post as [insert position].
Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the head teacher/Staff Dismissal Committee (delete as appropriate) will you please let me have this by [insert date] so that I can circulate copies.

Yours sincerely

Head Teacher

Enc

cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)]
