MODEL POLICY PACK – Document 14

CAPABILITY POLICY


(You may wish to include this as part of your disciplinary procedure or as part of your Performance Management policy. It is also closely related to the Absence Management policy. You may wish to use a less drawn out procedure during the probationary period, as suggested in the PERS model Disciplinary Policy, model policy no. 7)

Performance should be regularly assessed in supervision and appraisal sessions. Where there is concern about an employee’s ability to perform their job to the requirements of the job description in one or more areas, the following procedure should be followed.

1. The line manager will carry out a thorough and full investigation into the failing performance and consult with the employee. They will address issues such as:

· Was the employee given full and proper training?

· Was the employee given adequate supervision?

· Is the standard of performance required clear and reasonable?

· Does the employee need training to enable them to perform better?

· Could any reasonable adjustments be made to the work or the working environment that would enable the employee to perform better? 

· Are there any other circumstances which are hindering the employee’s ability to do the job that can be helped by a reasonable adjustment to employment terms or requirements?

(In the case of a person with a disability, these considerations are required by law. It is however good practice to consider these factors in all cases.)

2. Depending on the answers to these questions, the line manager will agree any remedial action or adjustments to working practice with the employee. These could include, for instance, extra training, closer supervision, flexible working hours or some other measure.

The line manager will work out with the employee a reasonable timetable for improvement, setting clear targets to demonstrate that the required standard has been achieved.

3. If the line manager [in consultation with the Chief Officer] feels that there has been insufficient improvement within the required time, they may, after the appropriate disciplinary meeting, issue a first disciplinary warning and move into the stages outlined in the disciplinary procedures. The employee will have the right to bring a mutually agreed companion to any capability /disciplinary meeting and to follow a process of appeal.  

4. If there continues to be insufficient improvement, the line manager [in consultation with the Chief Officer] will follow the procedures for dismissal as outlined in the disciplinary procedures, taking care to observe the statutory procedures. Any dismissal will be with notice or pay in lieu of notice.

Related policies:

Individual job descriptions

Terms and Conditions of Employment

Absence management policy

Disciplinary rules and procedures
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