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Capability procedure – performance related

Meet with the employee to informally address performance concerns. 
Identify issues, discuss possible solutions, create a performance 
improvement plan (PIP). Advise the employee their performance will 
be monitored over a review period, and that failure to improve could 
trigger a formal procedure. 

Meet with the employee to discuss why performance 
has not improved. Confirm formal procedure will now 
begin. 

Invite employee, in writing, to a meeting. Provide sufficient 
information about the performance problem including 
written notes from the recent review meeting. The letter 
should state that the capability procedure is being followed 
and that they have the right to be accompanied.

At meeting, explain the reasons for the meeting. Give the 
employee the opportunity to discuss the issues and highlight 
any extenuating circumstances. Any support requirements 
should be discussed and agreed.

Has the performance 
improved?

Yes

No

Remind the employee 
of the importance of 
maintaining these 
standards.

Procedure complete
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Capability procedure – performance related

Yes

Is the appeal upheld? Yes

No

Review date reached

Written warning 
withdrawn. Write to 
the employee 
confirming the 
successful outcome 
together with a copy 
of the notes of the 
recent review 
meeting.

Procedure complete

NoDoes employee appeal?

Issue written warning. This sets out:  

•	 the continuing capability difficulties 
•	 the improvement required where this may be possible 
•	 timescale for improvement 
•	 consequences of failure to improve 
•	 any assistance to be provided 
•	 a review date 
•	 the right to appeal
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Capability procedure – performance related

Invite employee, in writing, to meet. Provide sufficient 
information about the continued performance issue and 
include written notes from the recent review to allow them to 
prepare. The employee has the right to be accompanied. Warn 
them of the possible outcome of the meeting ie a warning. 

Hold an investigatory meeting with the employee 
focusing on fact-finding about the continuing issue. 
The meeting can be unaccompanied.

At meeting, explain reasons for the meeting. Give the 
employee the opportunity to discuss the issues and 
highlight any extenuating circumstances. Any support 
requirements should be discussed and agreed.

Issue final written warning.

Is the capability 
issue resolved? 

Yes

No

Prepare a file note 
/ complete records. 
Write to the employee 
confirming the 
successful outcome 
together with a 
copy of the notes of 
the recent review 
meeting.

Procedure complete
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Capability procedure – performance related

Is the capability 
issue resolved?

Yes

No

Prepare a file note / 
complete records. Write to 
the employee confirming 
the successful outcome 
together with a copy of the 
notes of the recent review 
meeting.

Procedure complete

Yes

Is the appeal upheld? Yes

No

Review date reached

Final written notice 
withdrawn. Prepare 
a file note/complete 
records. Write to the 
employee confirming 
the successful 
outcome together 
with a copy of the 
notes of the recent 
review meeting 

NoDoes employee appeal?
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Capability procedure – performance related

Are there any opportunities 
for alternative work?

Does employee want  
a trial  period?

No

No

Yes

Yes

At meeting, explain reasons for the meeting. Give the employee  
the opportunity to discuss the issues and highlight any extenuating 
circumstances. Any support requirements provided during the 
process should be discussed. 

Invite employee, in writing, to a meeting.  
Provide sufficient information about the continued 
performance issue and include written notes from 
the recent review to allow them to prepare for the 
meeting. The employee has the right to be 
accompanied.
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Capability procedure – performance related

At meeting, recap previous meeting and trial period. Discuss 
why unsuccessful. Give the employee the opportunity to discuss 
the issues and highlight any extenuating  circumstances.

Invite employee, in writing, to reconvened meeting.
The employee has the right to be accompanied.

Issue letter of dismissal. This will confirm the 
continued problems, the unsuccessful trial period (if 
relevant) the reason for dismissal as capability, the 
last day of service, and employees right to appeal.

Adjourn meeting and arrange for 
trial period.

Is trial period successful? Yes

No

Confirm these 
arrangements in 
writing with the 
employee and 
complete case 
records.

Procedure complete
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Capability procedure – performance related

October 2023

Write to the employee confirming the 
successful outcome.

Make a note of the appeal meeting 
and copy this to the employee.

Employee reinstated. Dismissal withdrawn. 

Yes

Continue to monitor 
- procedure complete

Does employee appeal?

Is the appeal upheld?

No

No

Yes

Complete case 
records

Confirm decision in 
writing.

Procedure complete

Procedure complete
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