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A performance 
issue has been 
identified

Is the issue related 
to a disability?

Is the issue related to conduct 
rather than capability?

Yes

Yes

No

No

Reasonable adjustments 
should be considered as 
appropriate at all stages 
of the procedure eg 
adjusting performance 
requirements, timelines 
etc.

Arrange an informal counselling 
meeting promptly.

At the meeting, investigate the causes 
of difficulty.

https://www.hr-inform.co.uk/
https://app.croneri.co.uk/system/files/disciplinary-hearing-before-the-meeting-flowchart.pdf
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Review date reached.

Provide support as required to assist 
improvement. 

Make a record of the meeting and copy 
this to the employee. 

At informal counselling meeting, set 
performance targets, timescales and 
review date.

Is the capability issue 
resolved?

No

Is the issue having a serious 
impact on business?

Yes

No

https://www.hr-inform.co.uk/
https://app.croneri.co.uk/system/files/capability-procedure-performance-related-flowchart.pdf
https://app.croneri.co.uk/system/files/capability-procedure-performance-related-flowchart.pdf
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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

https://www.hr-inform.co.uk/

