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A wellbeing conversation should be undertaken initially, which should be used as an opportunity to discuss the colleagues health and wellbeing, and to identify any issues or concerns the colleague may have. 
Following this, managers should review whether the performance concerns are due to a specific issue which would be more appropriately managed under another policy and procedure. 
If the concerns are related to performance…
Performance Management Flowchart
The Manager has a concern regarding a colleague’s performance at work. 







Prior to instigating the Performance Management Policy: 
· Discuss with HR to ensure that this is the correct policy to be instigating

An informal meeting should be held between Manager and colleague to discuss: 
· Is there a capability issue?
· What the performance concern is
· Clarification of standards expected
· Identify areas of improvement and any support that may be required
· Agree a review period (this should be for a maximum of 3 months)
Manager to hold regular meetings throughout the agreed review period, with HR advice sought throughout if required. 

When holding the meetings you must ensure:
· That the frequency and focus of the meetings are addressed and agreed – ask the colleague what they would find helpful and be flexible.
· That meetings are held at an appropriate venue i.e. away from the ward/area, somewhere confidential without interruptions
· That the colleagues job description is up to date and fit for purpose – job descriptions should be referred to throughout. Only the elements of the job description that there are performance concerns with should be included within the process. 
· Ensure that wellbeing conversations are held with the colleague.
Please refer to the main policy for further guidance. 

If there has been sufficient improvement at the end of the review period, this should be the end of the matter and instigation of the policy would not be required.  
If at the end of the review period, there has not been sufficient improvement, Stage 1 of the Performance Management policy should now be instigated.































Stage 1- Informal Stage one-to-one meeting with Manager and colleague to discuss: 
· Clarification of standards expected  
· Identify areas of improvement
· What support is needed?
· If appropriate, develop Informal Improvement Action Plan
· Agree review period.
Manager to hold regular monitoring meetings throughout review period. 

At the end of the Informal Review Period…











Sufficient improvement of performance to meet standards – no further action.
Little or no improvement- move to Stage 2- Formal Stage.
Not all support actions implemented– extend review period (in exceptional circumstances for a maximum of 3 months).
Agreement to undertake redeployment process.











Stage 2- Formal Stage – Manager holds a formal meeting with the colleague (and their representative) to discuss: 
· Review findings from previous Improvement Action Plan (if completed)
· Discuss findings- to include opportunity for colleague to respond to concerns
· Reasons for underperformance explored
· If appropriate, issue written Capability Warning, Formal Improvement Action Plan, agree Formal Review Period 
· If appropriate, revise (develop) Informal Improvement Action Plan and extend Informal Review Period*.
Manager to hold regular monitoring meetings throughout review period.

At the end of the Formal Review Period…






Sufficient improvement of performance to meet standards – no further action.
Little or no improvement- move to Stage 3- Final Review Meeting.
Not all support actions implemented– extend review period (in exceptional circumstances for a maximum of 3 months).
Agreement to undertake redeployment process.




Stage 3- Final Review Meeting- Manager holds a formal meeting with colleague (and their representative) to discuss: 
· Review findings from previous Improvement Action Plan 
· Discuss findings- to include opportunity for colleague to respond to concerns
· Reasons for underperformance explored
· Has all reasonable support been offered and provided?
· Are there any other issues unrelated to capability which is having an impact on performance?

Outcome from meeting…






Sufficient improvement of performance to meet standards – no further action.
Little or no improvement- move to Stage 3 Capability Hearing.
Not all support actions implemented– extend review period (in exceptional circumstances for a maximum of 3 months).
Agreement to undertake redeployment process.









Appeal
The employee has the right to appeal against each formal stage of the process. Where this occurs, the colleague must put the reasons for their appeal in writing to the next in line Manager (Stage 2 Appeals) or Chief People Officer (Stage 3 Appeals). 
Dismiss employee on the grounds of poor performance capability.
Not all support actions implemented- Extend Formal Review Period (in exceptional circumstances for a maximum of 3 months).
Agreement to participate in redeployment process.
Revised Written Capability Warning (with Formal Plan and Review Period)
Stage 3 Capability Hearing- An Independent Panel will arrange a Hearing with the colleague (and their representative).
· A Performance Assessment Report will be written by previous Manager
· Performance concerns, and management of these concerns to date, will be thoroughly and fairly explored 
· Colleague will have opportunity to respond.

Outcome from Hearing…
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