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STAGE 1 (INFORMAL STAGE) MEETING GUIDANCE DOCUMENT
Preparing for Informal Stage 1 Meeting

· Has the decline in capability been raised with the colleague e.g. routine one to one meetings? If not, this procedure should not be instigated at this time.

· The concern should be raised with the colleague informally and time should be given for them to improve before returning to this process. 

· If no improvement has been made following an initial informal conversation, you should arrange the meeting to take place in a neutral environment. A written invitation is not required at this stage. 

· The Performance Management policy should be shared with the colleague prior to the meeting and the purpose of the meeting set out. 

During the Informal Stage 1 Meeting

· Make the relevant introductions, outline the purpose for the meeting and confirm this constitutes the informal Stage 1 of the Performance Management policy.
· Outline the reasons for the concerns regarding the colleague’s performance, giving specific examples of where the colleague has failed to achieve specific tasks or targets. Use the colleague’s job description as a guide to clarify the expected level of competency.
· Give the colleague an opportunity to discuss their perspective on the concerns raised and explain their reasons for the decline in performance or for failing to reach the expected level of competency.
· Sensitively discuss any contributory factors that may be affecting the colleague’s performance such as; personal issues outside of work, work related issues, or any known underlying health conditions or disability related conditions impacting on performance at work. Consider any reasonable adjustments.
· 	Consider if further support is required via the Occupational Health and Wellbeing Service. Signpost support which can also be found by visiting the Trust Health and Wellbeing 7-point pinwheel at www.worcsacute.nhs.uk/wellbeing. Colleagues can also receive support from Optima Health UK Ltd and the Staff Mental Health and Well-being hub.
· Outline the expected standards discussed for the specific tasks or targets noted.
· Discuss possible solutions and identify what support the colleague may require in order to achieve the specific competencies or targets, including formal training courses, shadowing colleagues or mentoring.
· Agree SMART targets and objectives with the colleague to address the performance concerns using the template Improvement Action Plan (Toolkit A).
· 

· Agree a timeframe for the achievement of these targets and objectives (normally between 4 weeks and 3 months) and agree how the progress against the action plan will be reviewed, by whom and what frequency.
· Advise the colleague that regular progress monitoring meetings (frequency to be agreed) will be held over this timeframe to provide feedback on their progress and to discuss any barriers the colleague may be facing in achieving the standards expected of their role.
· Ensure the colleague is aware of the consequences of continued performance issues and non-achievement of the targets and objectives set in the action plan, including the possibility of the formal stage being brought forward if any failure to achieve urgent/important targets has the potential to cause a serious detriment to the service.
After the Informal Stage 1 Meeting
· Outline the discussion in writing and ensure the colleague has a copy of this, the action plan and the Performance Management policy. Provide well-being information as required.
· Arrange progress monitoring meetings as discussed with the colleague.
· Arrange any formal training, shadowing or mentoring etc. as discussed.
· Refer to Occupational Health if required.
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