
Informal Stage - Stage 1  

Where an employee fails to achieve expected standards of work, the  

headteacher/line manager should meet with the employee to discuss 

concerns.The employee may not be accompanied by a TU rep 

or work colleague 

Confirm all decisions made in writing.  Set a review date and warn 

 that formal action will commence if there is no improvement. 

No 

Yes 

No further action required.  headteacher/line 

manager continues to monitor in accordance  

with performance reviews. If any further cause 

for concern, refer to Formal Stage 2 

Formal Stage - Stage 2 

Invite employee to attend a formal review meeting, giving at least 

5 working days notice.  Detail the purpose of the meeting, the  

performance issues concerned. Employee has right to be  

accompanied by a TU rep or work colleague.  

At meeting, inform employee of: 

•why performance considered unsatisfactory/possible causes  

•what further actions can be taken,  

•agree an improvement plan with realistic targets/timescales,  

•obtain employee commitment to improve.           

Maximum period for improvement – 2 months – Where pupils 

education is at risk, this period may be shorter. Confirm decisions  

made in writing – this serves as a warning that employment is at risk. 

Review Meeting  

Discuss progress or lack  

of progress made.  Have 

required standards been 

achieved?  

Yes 

Inform employee of need to maintain standards.  

Any cause for concern in the next 12 months  

may result in progressing to Formal Stage 3  

Formal Stage – Stage 3  

Headteacher /line manager instructs employee in  

writing to attend a capability hearing, giving at least  

5 working days notice.  A minimum 3 Governors  

required for panel. 

•Employee has right to be accompanied by a 

 TU rep or work colleague. 

•Explain that dismissal could be an outcome. 

No 

Review Meeting  

set at end of agreed 

review period. Have 

required standards been 

achieved?  

Outcomes of Capability Hearing 

Employee to be notified of outcome in writing 

within 5 working days. 
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Appeal 

Employee must make written appeal within 10 working  

days of receipt of letter confirming decision. Employee given  

5 working days notice of hearing.  Appeal will normally be  

heard within 20 working days from receipt of appeal letter.  

•Further monitoring/training 

•Final written warning  

Review date given for either 

Option. 

•Dismissal 

•Agreed transfer to another, 

 lower graded post 

•Any other reasonable action. 

Headteacher/line  

manager may  

extend review period 

or 

Standards Achieved. 

Headteacher/line manager 

informs the Chair of the  

Panel, Employee and HR.  

Standards not achieved. 

Refer back to the same  

panel.  Outcome could be 

dismissal 


