


[Date]
Per Hand
Dear [Name of Employee]
NOTICE TO ATTEND A POOR PERFORMANCE HEARING
This letter serves to notify you that your employer [Name of Company] (“the Company”) has convened a Poor Performance hearing to be held on [Date] at [Time] at the offices of the Company. The hearing will be chaired by an independent chairperson.   
The purpose of the hearing is to review your ongoing performance during your poor performance process.  The poor performance process has included general Performance Management, and feedback on specific areas of non-performance. 
The independent chairperson will be asked to assess your continued employment due to your poor work performance, missing of set targets and milestones as set out and managed by the company over the last period of your employment.  It is further noted that you have had numerous sessions with the company regarding your employment. 
In general, it is therefore alleged, as a result of your poor performance within the period referred to above, the company can no longer continue your employment during this period, and thus your employment may be terminated after the hearing should the chairperson find to be in agreement. 
At the hearing, you will be given an opportunity to respond to and defend yourself against the allegations as set out above.  In this regard, you will be afforded the opportunity of questioning any witnesses who may give evidence against you and the opportunity of examining any evidence which might be submitted. You will be entitled to call witnesses in your favour both in relation to the allegations, should you wish to call any employees you are to inform us of same prior to the hearing so they can be arranged. 
You are entitled to be internally represented at the hearing by a willing team member. No external representation is permitted. The hearing will be conducted in English, should you wish the hearing to be conducted in another language please inform the company within 12 hours of receiving the notice. 
Should you fail to attend the hearing without good cause; the hearing will proceed in your absence.

Yours sincerely

Company representative

Signed by Employee: 

Date:





