
Manging capability (performance)
1
Introduction

The aim of [Org name]’s capability procedure is to support you to fully perform your role and when necessary to formally address issues of underperformance. The procedure provides an opportunity for support, to set expectations and to agree a structured and clear path for improvement.

The procedure applies to all staff employed by [Org name], although [Org name] reserves the right not to follow the procedure for staff with less than a year of service.

[Org name] recognises that capability issues are different from misconduct issues. See our disciplinary procedure for more information on how we handle misconduct. 
The capability procedure uses ‘cautions’ to indicate the seriousness of the capability issue and the final stage of the procedure could result in redeployment or dismissal. 

The procedure will be applied fairly and in accordance with [Org name]’s Equal Opportunities Policy.

2
Under performance due to disability or long-term health issues
Reasonable adjustments in will always be considered, in consultation with you.  For example special equipment, flexible working, or facilities to enable you to continue to perform your job.  

3
Informal procedure 

An informal meeting with your line manager to determine the root of the problem at an early stage may resolve the issue. 
If your line manager feels the informal approach has not resolved the issue they will consider formal proceedings.  

4
Formal procedure
4.1
The capability review meeting (stage 1)

The review meeting is an opportunity to discuss the concerns and for you to raise any issues that could be affecting your performance.  Solutions will be sought and agreed.  The review meeting could result in a formal verbal or written caution that will be ‘live’ for six months.  You will receive a minimum of five days’ notice (in writing) of the capability review meeting informing you of:

· The believed shortfall in your performance

· That the meeting is formal and could result in a warning

· The right to be accompanied by TU Representative / current colleague

· That a record will be made of the meeting

· Who will be present at the meeting and their roles

The meeting will normally cover the following:

· areas where improvement to your performance is required
· actions already taken i.e. clear performance standards set and monitored

· issues that could be affecting your performance

· the impact of your performance on work output

· any other mitigating factors

The following actions will be agreed at the meeting and confirmed in writing following the meeting (normally the next day):
· The required improvement with detailed timescales

· The support to be provided

· A caution as to the seriousness of the matter (i.e. a verbal/written caution) and that failure to meet the improvement will be considered at a 2nd meeting which could result in a more serious caution (i.e. of a higher level, including dismissal).
· The right of appeal against the warning (see section seven for more information on appeals).
[Org name] reserves the right to adjust monitoring periods.
4.2
Second review meeting (stage two)

If the performance issue does not improve during the monitoring period, your manager will call a second meeting.  This meeting will discuss the required improvement with detailed timescales and the support or assistance to be provided.  The meeting could result in a further caution including:
· 1st written caution
· Final written caution
Your line manager will advise you that failure to meet the agreed improvements could result in a more serious caution or dismissal at a stage three capability review meeting.  Your manager will inform you of the outcome of the meeting and any cautions in writing the following day.  You have the right to appeal against the decision.  See section seven for details of how to make an appeal.   

The line manager or a more senior manager will normally carry out this stage.
4.3
Final capability review meeting (stage three)

If no improvement is made a final capability review meeting will be held. The options at this stage are;

· Final written warning (with final targets and final review period)

· Redeployment

· Dismissal

5
Redeployment

In the event of redeployment being an option the following guidelines will be followed: 

· An internal job search using information on available skills and knowledge and details of your preferences. As placement is based on your capabilities and qualities, this can result in redeployment into a lower graded/paid position.

· Redeployment will be subject to a three-month review period to ensure acceptable performance. 
6
Performance monitoring

Your performance will be reviewed by your line manager against the improvements required.  When there is an acceptable level of improvement you will be advised of this and encouraged that the standard of performance is to be maintained.  

[Org name] reserves the right to adjust monitoring periods where it becomes apparent that no improvements have been achieved. Your line manager with the support of a more senior manager can decide to progress to the next stage of the capability procedure before the warning/caution has expired. Under special circumstances, monitoring can be extended.

7
Right of appeal

The appeal must be made in writing to [senior manager] within ten working days of the receipt of the decision.  [senior manager] will convene an appeal hearing to discuss the matter within five working days.  The appeal will be held by a more senior manager than the manager who investigated the original issue.  In the event of the original issue being investigated by the Chief Executive the appeal will be held by an Appeals sub-committee consisting of two Board members.
8
Record keeping

A confidential record of meetings detailing what was discussed at performance review meeting, support/training undertaken, review dates and timescales will be maintained.
Please contact the SCVO HR Service for advice if you are considering dismissing an employee. If you are not a member of HR for Creatives or an HR service subscriber, we may still be able to help. Email hrservice@scvo.scot and we’ll get back to you within 48 hours. 
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The policy should be adapted to suit your own organisational needs, and you should ensure if meets your own specific requirements. You should also check this policy is compliant with the law and your organisation’s governing document. No liability rests with SCVO.
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