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1. About this Policy 

This policy is to provide a framework within which managers can effectively maintain 
and improve expected performance levels in employees by setting targets, goals, and 
objectives.  

Managing poor performance is not intended purely as a means of imposing sanctions, 
but as a process for emphasising and encouraging improvement in an individual’s 
conduct and performance. It is a process which can be used in conjunction with our 
disciplinary procedures and can be used to deal with ongoing performance issues or a 
single performance issue. 

This policy does not form part of any employee's contract of employment and it may be 
amended at any time.  We may also vary any parts of this policy, including any time 
limits, as appropriate in any case.   

2. Confidentiality 

2.1 Our aim is to deal with performance matters sensitively and with due respect for the 
privacy of any individuals involved. All employees must treat as confidential any 
information communicated to them in connection with a matter which is subject to this 
policy.  
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2.2 Electronic recordings of any meetings conducted under this policy must not be made by 
any person. 

3. Informal Discussion 

3.1 Any informal discussions or counselling between an employee and their 
manager/supervisor to review performance or behaviour do not form part of this 
procedure.  These informal methods of addressing performance should wherever 
possible be used in the first instance.  Where appropriate, a note of any such informal 
discussions may be placed on your personnel file but will be ignored for the purposes of 
any future performance review meetings. However, where there is clearly a 
performance issue that cannot be resolved through this informal process, or where 
there has been a clear poor performance issue, the poor performance procedure set out 
in this policy should be followed. 

3.2 For minor issues dealt with on an informal basis that the manager deems serious 
enough to document, the manager should: clarify the required standards; identify areas 
of concern; establish the likely causes of poor performance and identify any training 
needs; set targets for improvement and a time-scale for review; and document the 
discussion. 

3.3 Employees will not normally be dismissed for performance reasons without previous 
warnings. However, in serious cases of gross negligence, or in any case involving an 
employee who has not yet completed their probationary period or has been employed 
for less than 24 months, dismissal without previous warnings may be appropriate. 

4. Rights of Representation 

4.1 At all or any stage of the performance procedure you may be represented by a trade 
union representative or by another employee of your choice.  Equally, you have the 
right to decline representation.  You should tell the manager conducting the meeting 
who your chosen representative is in good time before the meeting. 

4.2 If your chosen representative is unreasonable, your manager may require you to 
choose someone else. For example, if the representative may have a conflict of interest 
or prejudice the hearing; if the representative works at another site and someone is 
available at the site where you work; or if the representative is unavailable at the 
scheduled meeting time and will be unavailable for more than five working days. 

5. Fact Finding 

5.1 If a manager has concerns about your performance, they will undertake an investigation 
into the performance shortcomings to decide if there are grounds for taking formal 
action under this policy and procedure. The procedure required will depend on the 
circumstances but may involve reviewing your personnel file including any appraisal 
records, gathering any relevant documents, monitoring your work and, if appropriate, 
interviewing you and/or other individuals confidentially regarding your work.  This is a 
two way process in which both the manager and you are expected to participate if 
required. 

6. Perofrmance Review Meeting 

6.1 A formal performance review may be necessary where we consider there are grounds 
for taking formal action over alleged poor performance. 
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6.1.1 You will be invited in writing to a performance review meeting. The letter will set 
out the date, time and place of the meeting, the concerns over your performance, 
the reasons for those concerns, and the likely outcome if the manager decides 
after the meeting that your performance has been unsatisfactory. 

6.1.2 The following will also be included in the invite letter where appropriate: 

a) a summary of relevant information gathered as part of any investigation; 
b) a copy of any relevant documents which will be used at the performance 

review meeting; and 
c) a copy of any relevant witness statements, except where a witness's identity 

is to be kept confidential, in which case you will be given as much information 
as possible while maintaining confidentiality. 

6.1.3 At the meeting: 

a) The facts will be presented about the level of performance expected and 
experienced.  The required standards that you have failed to meet will be set 
out, and any relevant evidence discussed; 

b) You will be allowed to ask questions, present evidence, call witnesses, 
respond to evidence and make representations; 

c) The likely causes of poor performance should be established, including any 
reasons why any measures taken so far have not led to the required 
improvement; 

d) Further measures, such as additional training, supervision or other support 
which may improve performance, should be identified if possible; 

e) Where appropriate, targets for improvement and a time-scale for review set; 
and 

f) If dismissal is a possibility, it will be established whether there is any 
likelihood of a significant improvement being made within a reasonable time 
and whether there is any practical alternative to dismissal, such as 
redeployment. 

6.2 Consideration will be given to whether poor performance may be related to a disability 
as defined under the Equality Act 2010 and, if so, whether there are reasonable 
adjustments that could be made to your working arrangements. 

6.3 You will be informed in writing of the decision and reasons for it, together with the time 
period for review of your performance (the review period). The range of poor 
performance sanctions is set out below.  This information, along with a summary of the 
implications of failure to improve, will be sent to you within a reasonable time of the 
meeting and will be kept on file. 

7. Response from you 

7.1 Your performance will be monitored during the review period and you will be informed in 
writing of the outcome. 

7.1.1 If you have attained, or made significant progress towards attaining the 
objectives or targets set for you, this will be documented and no further action 
will be taken; 

7.1.2 If you fail to attain, or make significant progress towards attaining the objectives 
or targets set for you at any point during the review period, you may be invited to 
a further performance review meeting in accordance with this policy; or 
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7.1.3 If you have made a substantial but insufficient improvement with reference to the 
objectives and targets set, the review period may be extended. 

7.2 If you do not make significant progress towards attaining the objectives, or fail to attain 
the targets set for you within the review period as set out in a warning, or if there is 
further evidence of poor performance while a warning is still active, you will be invited to 
a further performance review meeting in accordance with the provisions of this policy. 

8. Right of appeal 

8.1 You have the right of appeal against a decision about poor performance. Should you 
wish to appeal you should do so in writing, stating the full grounds of appeal, within 5 
days of receiving the outcome.  You will be invited to an appeal hearing to discuss your 
appeal, and you are entitled to bring a colleague to the appeal in accordance with 
paragraph 4 above.  Following the appeal hearing, we may confirm the original 
decision, revoke the original decision, or impose a different penalty.  We will inform you 
of our decision in writing after the appeal hearing, after which there is no further right of 
appeal. 

9. Poor performance sanctions 

9.1 The sanctions and normal progression of the formal performance procedure, is set out 
below. Depending on the circumstances it may not be necessary, before taking a 
particular course of action, to have progressed through the other warning stages in the 
process.  Each sanction will be given only after a performance review meeting has been 
held. 

9.2 First Written Warning 

9.2.1 If informal action is unsuccessful or if it is decided that your performance is 
unsatisfactory, you will be given a first written warning setting out: 

a) The areas in which you have not met the required performance standards; 
b) Targets for improvement; 
c) Any measures, such as additional training or supervision, which will be taken 

with a view to improving performance; 
d) A period for review; and 
e) The consequences of failing to improve within the review period, or of further 

unsatisfactory performance. 

9.2.2 The warning will normally remain active for six months from the end of the review 
period.  After the active period, the warning will remain permanently on your 
personnel file but will be disregarded in deciding the outcome of future 
performance management proceedings 

9.3 Final Written Warning 

9.3.1 Final written warnings may be given if the poor performance is very serious; for a 
repetition of performance issues; if there is further poor performance during a 
review period; or if you already have an active first written warning for poor 
performance. 

9.3.2 Such a sanction will be issued following a performance review meeting if it is 
decided that your performance is unsatisfactory, and will contain the information 
detailed at 9.2 (a) above.  
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9.3.3 A final written warning will normally remain active for twelve months from the end 
of the review period. After the active period, the warning will remain permanently 
on your personnel file but will be disregarded in deciding the outcome of future 
performance management proceedings. 

9.4 Redeployment 

9.4.1 If, following a final written warning, no improvement in your performance is 
achieved, your suitability for your current position will be considered. 

9.4.2 Where you are not considered to be suited to your current position, reasonable 
efforts to identify suitable alternative employment will be made.  If there are no 
suitable alternative positions, there is no obligation to create a role for you. 

9.5 Dismissal 

9.5.1 Dismissal is appropriate where there is further poor performance during a review 
period following a final written warning, or if you have an active final written 
warning for poor performance (but the review period has concluded) and, 
following a performance review meeting, if it is found that your performance has 
failed to improve and is unsatisfactory. 

9.5.2 Dismissal may also be appropriate where your performance failings are of such a 
serious nature that they justify dismissal. 

9.5.3 Dismissal will normally be with full notice or payment in lieu of notice, unless your 
performance has been so negligent as to amount to gross misconduct, in which 
case you may be dismissed without notice or any pay in lieu 

10. Monitoring and Review 

This policy was last updated on 5th August 2021 and will be reviewed and republished 
no longer than two years after this date. 

11. Related Policies and Procedures 

 Disciplinary Procedure 


