SECTION 14

MANAGING EMPLOYEE PERFORMANCE

The benefits of managing performance
effectively

Companies often put a great deal of effort into specifying,
measuring and monitoring the expected output from
plant, software or vehicles. However, many companies fail
to ensure that they take a similarly rigorous approach to
the management and development of their staff.

Management of employee performanceis critical to
business success and effective performanceisa
combination of motivation and ability. People need to
have or develop the skills required for the job, to know what
they should be doing, what they are good at, what they need
todo better and what support they will have to help them
improve. People need to understand their overall purpose
and require supportin prioritising where their time and
efforts will add the most value in line with business
objectives. They need clarity and understanding of how their
work contributes to success.

To be effective, performance management should consist
of informal, day to day management, reinforced by a more
formal system for reviewing and improving performance of
both individuals, teams and ultimately the organisation.

Performance Management should be a holistic process,
linking to training and development and succession
planning. It begins with having the right people in the right
roles. It is therefore worth investing the time and effort
from the start to recruit people who have the skills,
capability and motivation to do an effective job in your
organisation. If you get the right people, they don’t need to
be tightly managed. Theright people are self motivated to
produce the agreed best result and to be part of
something bigger than simply their role. They should then
be managed in such a way as not to de-motivate them.

Leaders of companies should strive to create an
environment where people who areinterested in doing a
good job thrive. Leaders should ensure thatroles evolve to
gain the best from each individual so as to meet a business
need and people who are not suited to the role or company
move on. This means being honest and rigorous with
respect for the individual. It means setting clear
expectations and holding people accountable, encouraging
allemployeesto contribute their thinking and experience,
avoiding blame and cultivating freedom and responsibility.
Any systems for managing performance should be simple
and focused on providing regular and helpful feedback
rather than completing forms. They should also be
regularly evaluated and changed to reflect feedback and
changing circumstances.

Successfulimplementation will depend on the commitment
and example demonstrated by senior management. One
way of reinforcing the importance of the process is to assess
managers on how well they manage the performance of their
directreports.

Line managers have a critical role to play in effectively
managing performance. They need to have the skills and
the motivation to do this effectively and any systems
should make their jobs easier rather than being a meaningless
form filling exercise. It is helpful to involve managers in
deciding how the organisation as a whole will handle the
process and to allow them the freedom to decide how and
when feedback will be provided. It is also helpful to provide
training for line managers on listening and giving feedback
and toinclude management of performancein their objectives.
Itisimportant to sustain the effort to keep managers actively
involved in both the informal and the more formal side of
performance management.

Any system for managing performance should include the
elements outlined below. These are summarised in Appendix
14E.

Elements of performance management

1. Determine the company strategy and communicate
it to all employees.

All employees need to be highly aware of and focused
on company goals.

2. Establish clear roles and responsibilities

Every employee should have an up to date job description
and should be clear on who they are accountable to and
what they are responsible for. Employees who are clear
about their role and responsibilities and have meaningful
and varied work will be more motivated to deliver.

3. Set departmental and functional objectives
based on company goals.

Each functional area should have defined objectives
which link to the company strategy.

The Balanced Business Scorecard can provide a useful
framework for companies to measure allimportant
elements of the business, not just the financials which
have traditionally been the focus for measurement.
See www.nibusinessinfo.co.uk for further guidance.
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4. Set individual objectives which are linked
to departmental and company goals

Itis vital that the company’s employees are focused on doing
the things that matter for the business. Each individual should
understand the company strategy and how their role
contributes toit. They should be capable of using their own
initiative to make decisions which are to the long term benefit
of the company.

Itis veryimportant to ensure that theright things are being
measured and managed. Each person should agree a limited
number of individual objectives and Key Performance
Indicators (KPIs) for a particular period which are explicitly
linked to the business objectives and which areimportant

for business success. Try to avoid the tendency to choose
objectives which are easy to measure but have little impact
on company goals. (See sample performance agreement

at Appendix14Ato14D.)

Objectives should be SMART (Specific, Measureable, Achievable,
Realistic, Time bound). They should be fair and relevant,
focusing on the things that really matter for the business.
They should be agreed with individuals and people should
also have the freedom to decide how they accomplish desired
results —within guidelines of course. Where people have
some involvement in deciding how to go about achieving
their objectives, they are more motivated to achieve them.

At this stageitis also useful to agree the resources required,
including information, how progress will be monitored,
assessed and reported and the consequences of any actions
taken.

5. Regular monitoring and feedback

Managers should have frequent, ongoing conversations
with their teams and the individuals within the team, rather
than saving up issues for a once a year “appraisal” which
everyone dreads. In this way, employees receive feedback
immediately, it has more meaning and thereis the opportunity
to make adjustments in time to get back on track. This may
also mean adjusting unrealistic objectives or standards.
These conversations are more important than completing
forms.

Regular reviews of progress against objectives should also
be carried out with the team. Feedback should be provided
reqgularly on how the company, the team and the individuals
are doing and employee views should be sought. When
performanceis good, timely positive feedback should help
toreinforceit. If there are performance issues, the problem
should be explainedin an objective, constructive,
non-threatening way.
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The manager should listen to the individual, explain what
improved performance should look like and how it can be
achieved. The focus should be on solutions rather than
problems.

Itis worth acknowledging the obstacles to providing fair,
open and constructive feedback and making plans to deal
with them. Managers are often reluctant to give negative
feedback since they can fear a negative reaction from the
employee. They may avoid tackling performance problems
because they know that these will take time and they have
other pressing problems to deal with. Senior managers can
help to address theseissues by reinforcing and demonstrating
theimportance of managing performance, providing
appropriate training and providing support as necessary.
Any performance problems should be dealt with promptly
and constructively. Further detail on managing poor
performance is provided at point 9 below.

6.0ne toonereviews

Itis also worthwhile taking time out at specific periods
(once a year as a minimum) for a more formal conversation
with eachindividual in the team to review objectives, progress
made and determine development needs. Relevant dates
should be agreed and scheduled and the review should be
given priority. Enough time should be allocated and an
appropriate venue should be organised which allows privacy
and prevents interruptions.

At these discussions, objectives, achievements, concerns
and difficulties should all be discussed. Individuals should
be fully involved in reviewing their own performance,
analysing how they have performed and how they can
improve for the future. They should be encouraged to
contribute their views at each stage. Questioning and
listening are very important.

People should be held to account for their performance and
praised when they do a good job. The manager should take
into account both what is achieved and how it is achieved.

If the company has defined values, these should also be
reflected in feedback. Thus theirimpact on the rest of their
team, on customer satisfaction and the respect shown to
others are equally important as the results achieved.

The person receiving the feedback should have a full
opportunity to respond.

Therole of the manager in this process is to provide support
and assistance. Feedback should be based onfacts, not
subjective opinion and should always be backed up with
evidence and examples.
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The aim of feedback should be to help the individual
understand the impact of their actions and behaviour,

to learn how to perform better. Emotive comments about
personality should be avoided. Where the feedback indicates
that something has gone wrong corrective action may be
required. People should be encouraged to come to their own
conclusions about what happened and why. Wherever possible,
feedback should be used positively to reinforce the good and
identify opportunities for further positive action and the
emphasis should be on resolving problems and planning
how to prevent themin future rather than censuring past
behaviour. Theintentionis to keep the individual responsible
and accountable for results. (See sample Performance
Review Record at Appendix 14M and 14N).

7. Action planning

Allemployees should have the opportunity to suggest
changes to company systems and procedures in order to
remove barriers to doing an effective job. This may involve
achange of role, new equipment or a changein process.

Performance reviews and discussions may also identify gaps
inanindividual's knowledge or skills, highlighting a training
and development need. If this is the case a development
plan should be agreed to address this.

The discussions may also identify particular aptitudes and
potential to take on additional responsibilities or a new

role, and time should be given to discussing opportunities
to progress within the company, if this is appropriate.

See section 16 for more information on succession planning.

Any paperwork should be kept to a minimum and should be
simple and straightforward. While the emphasis should be
on the monitoring of performance and feedback rather than
on paperwork, it may be useful to keep notes of any agreed
actions particularly if there are performanceissues. If thereis
any possibility of disciplinary action, the proper procedure
should be followed (see below).

8. Recognise good performance

The most effective reward for good performance is often
asimple thank you. Organisations may also choose to
reward effective performance with gift vouchers, meals
out, certificates etc. However, take care to keep the focus
on facilitating effective performance rather than using
the process to drive pay decisions.

9. Address poor performance

Ifthe company is serious about creating an environment
where effective performance is encouraged, it isimportant
to deal with poor performance effectively and promptly.

Too often poor performanceis tolerated or ignored because
managers are unsure how to address the issue or worry
about creating an unpleasant atmosphere.

However, addressing performance issues promptly can
help to bring about an improvement before performance
deteriorates to an unacceptable level. It also means that
colleagues do not have to carry a poor performer.

How to manage poor performance

When an employee’s performance is not meeting
requirements, itisimportant to deal with the issue promptly
and constructively. Employers need to carefully consider the
circumstances and reasons for any under performance and
when carrying out reviews should not penalise employees
e.g. by giving lower scores, for absences during the period
under review such as pregnancy related leave or maternity
leave.

Allemployees should have the opportunity to do their jobs
effectively. Any employee whose performance is not meeting
expectations should receive the appropriate warnings, support
and opportunity to improve before dismissal is considered.
Any feedback should be based on evidence and fact.

Itis worth considering whether the performance problem
is caused by a lack of motivation or a lack of ability. If ability
istheissue, the need for further training or resources should
be considered and discussed. Alternatively, the job may

be re-designed or the employee may be moved to another
position at the same level. If the problem is due to lack of
motivation, it may be helpful to set performance goals and
provide support and feedback.

Where the company concludes that unsatisfactory performance
is due to a disability, account should be taken of the Disability
Discrimination Act 1995 and if it is feasible for the business
to make any reasonable adjustments to assist the employee
to do their job more effectively these should be discussed
and fully considered. A disabled employee should not be
penalised where the problem of poor performance stems
from the employer’s failure to comply with the reasonable
adjustment duty e.qg. failure to provide special equipment
or other support at an earlier date.

Itis alsoimportant to distinguish poor performance as a result
of lack of ability from misconduct which should be dealt with
under a disciplinary procedure.

Below is a formal procedure for managing poor performance
should that become necessary but minor performance
issues should also be dealt with at the time they arise with
aview to addressing the causes of the problems.

Employers’ Handbook 115



SECTION 14

The formal performance
improvement process

This process is summarised in Appendix 14F. Note that for
serious performance issues, such as failure to comply with
key responsibilities of the role which resultin major damage
tothe company, itis possible to go straight to the final
warning stage.

1. Verbal warning
1.11Initial meeting to discuss the issues

« Theemployee will be informed of the reason for
the meeting and any information to be relied upon,
inadvance and in writing. (See Appendix 14G).

+ Atthe meeting the employee will have the opportunity
to respond to the points made.

1.2 Verbal warning

Following the meeting, provided there are no extenuating
circumstances the employee will be given a formal verbal
warning.

The verbal warning will:

+ statetheareas forimprovement and the date for
review (e.g. after one month); and

« becopiedtothe employee and be entered on the
employee’s personnel file. (See Appendix 14H).

1.3 Verbal warning review meeting

During therelevant period performance should be monitored
and any feedback provided promptly. Performance will be
formally reviewed after any verbal warning at the specified
date at a Verbal Warning Review Meeting.

+ Theemployee will beinformed of the reason for the meeting
and any information to be relied upon, in advance and in
writing.

+ Theemployee willbe advised of the right to be accompanied.

« Atthe meeting the employee will have the opportunity
torespond to the points made.

116 Employers’ Handbook

1.4 Performance improved after verbal warning

Where performance has improved after the verbal warning,
afurther review meeting will be arranged at a specified date
(e.g.two months after the Verbal Warning Review Meeting)
toreview progress.

+ Theemployee will be informed of the reason for the
meeting and any information to be relied upon, in
advance and in writing.

+ Theemployee will be advised of theright to be
accompanied.

« Atthemeeting the employee will have the opportunity
torespond to the points made.

If performance has remained acceptable for three months
from the Verbal Warning, the verbal warning will remain
onthe employee’s personnel file but normally will not be
considered for disciplinary purposes after the stated period.

2. First written warning

If there has been noimprovement and provided there are
no extenuating circumstances (e.g. the employee is new
totherole andstill learning) a First Written Warning will be
given following the meeting, by the employee’s manager.

2.1 Content of the First Written Warning
The followingissues are likely to be covered:

«  Summarise previous communications and the
discussion on the first written warning review meeting;

«  Statetheperformance problem and how it has continued
since the prior communication;

«  Statethespecific steps that must be taken by the
employee toimprove and the timescale forimprovement;

«  Statewhatthe company will do to help the employee
improve (if appropriate);

«  Provide astatement of the consequences should the
employee fail to satisfactorily improve performance;

«  Statewhatthe employee’s expectations should be
regarding the First Written Warning;

«  Stateadateforreview (e.g.inone month’s time).

A copy of the completed First Written Warning will be provided
to the employee and his/her manager (see Appendix 141).
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2.2 First written warning review meeting

Performance will be reviewed in the specified timescale after
the First Written Warning at a First Written Warning Review
Meeting.

+ Theemployee will be informed of the reason for the
meeting and any information to be relied upon, in
advance and in writing.

« Theemployee will be advised of the right to be accompanied.

« Atthemeetingthe employee will have the opportunity
torespond to the points made.

If there has been noimprovement in performance and
there are no extenuating circumstances, the employee’s
manager will give a Final Written Warning, following the
First Written Warning review meeting, and the next stage
of the procedure should be followed.

Where performance has improved after the First Written
Warning, the warning will remain on file but will normally

not be considered for disciplinary purposes after a specified
time (e.g. 6 months). Afurther review meeting will be
arranged two months after the First Written Warning Review
Meeting. The employee will be informed of the reason for the
meeting and any information to be relied upon, in advance
andinwriting. At the meeting the employee will have the
opportunity to respond to the points made.

Any further performance problems during the following
three months shall mean a further meeting will be arranged.
This may mean that the first written warning will still stand.
If performance has remained acceptable for six months
from the First Written Warning the First Written Warning
will no longer be active. The warning will remain on the
employee’s personnel file but will normally not be considered
for disciplinary purposes after the stated period.

If there have been further performance problems and there
are no extenuating circumstances the first written warning
will still stand.

3. Final written warning

3.1Final written warning

The Final Written Warning will be in substantially the same
form as the First Written Warning. The Final Written Warning
will state that failure to improve performance by a specified
dateislikely to lead to dismissal and will state the date for the
Final Written Warning Review Meeting.

A copy of the completed Final Written Warning will be
provided to the employee and retained on the employee’s
file. (See Appendix 14J).

3.2 Final warning review meeting

Performance will be reviewed after about one month
against the goals specified in the Final Written Warning
at a Final Written Warning Review Meeting. The employee
will be informed of the reason for the meeting and any
information to be relied upon, in advance and in writing.

Where performance has improved after the Final Written
Warning, review meetings will be arranged at two monthly
intervals from the date of the Final Written Warning Review
Meeting for a period of approximately one year.

If performance has remained acceptable for one year from
the Final Written Warning, the Final Written Warning will
remain on the employee’s personnel file but will normally
not be considered for disciplinary purposes after the stated
period.

If performance has notimproved and there are no extenuating
circumstancesitis likely that dismissal will result.

4. Dismissal

The decision to dismiss is likely unless the company
determines with the employee’s agreement that another
action, such as a transfer, is appropriate in all of the
circumstances. Where the employee is dismissed, he/she
will be provided, as soon as reasonably practicable, with
written confirmation of the dismissal and the date on
which employment terminated, or will terminate. (See
Appendix 14K).
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Appeals Procedure

Where an employee believes that the action (in any stage of
the procedure) is unjustified they may request an appeal by
an Appeal Manager, preferably someone who has not been
involved in the earlier decision.

The request for an appeal should be in writing and lodged
with the specified person within five working days of receipt
of the written confirmation of the action. The written
Notice of Appeal should state whether the employee is
appealing against the finding that his/her performance
has been unsatisfactory and/or against the form of action.

The Appeal Manager should try to arrange to interview the
employee concerned within eight working days of receipt of
the Notice of Appeal. The employee should be advised of the
right to be accompanied.

Following these meetings, the Appeal Manager will review
all the facts and after full consideration either:

+ revokethedecision;or

« varytheaction with regard to the stage of the procedure
to be applied;or

« endorsethe action taken.

This decision will be communicated in writing to the employee.
The employeeis not entitled to any further right of appeal
(see appendix 14L).

Where the decision at Stage 4 of the procedure is dismissal,
the exercise of the right to appeal does not prevent the dismissal
from being effective fromits stated date. Ifitis subsequently
decided to revoke the decision to dismiss, the employee will
bereinstated and will be treated in all respects as if they had
not been dismissed.

As an alternative to dismissal, the company may take any
of the following action with the employee’s agreement:

+ reductioninsalary;or
« demotion;or
+ jobtransfer.
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The Right to Accompaniment

Employees may choose to be accompanied at all meetings
which are conducted at any stage of the Performance
Improvement Procedure (and any appeal) by a work colleague
or appropriately qualified trade union representative.

The companion should be allowed to address the hearing
in order to:

+ puttheemployee’s case;

« sumup theemployee’s case;

« respond onthe employee’s behalf to any view expressed
atthe hearing.

The companion can also confer with the employee during
the hearing and may participate as fully as possible in the
hearing, including being given the opportunity to raise
points about any information provided by witnesses. The
companion has noright to answer questions on the employee’s
behalf, or to address the hearing if the employee does not
wishit. Additionally, a companion must not actina manner
which would prevent either an employer from explaining his/
her case or any other person at the hearing from making his/
her contributiontoit.
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The Performance Management Process

Establish and communicate Establish clear roles
company goals and responsibilities

Set team goals based
on company objectives

}

{Set individual objectives which

are based on company and

team goals

Regular monitoring and timely feedback

—

V 4

against both team and individual objectives Specifictime set aside
via team meetings, one to one discussions, for one to one reviews
email etc.
Recognition of

Action Planning
good performance
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FORMAL PERFORMANCE IMPROVEMENT PROCEDURE

i The Right to Accompaniment
| Employees may choose to be

! accompanied at all meetings

1 which are conducted at any

| stage of the Performance

! Improvement Procedure (and

1 any appeal) by a work colleague
: or appropriately qualified trade
! union representative.
i
1
1
1
1
1
1
1
1
1
1
1

Performance problem identified
(After reasonable investigation)

v

Initial meeting to discuss the issues
Prior to meeting
* employee informed of the reason for meeting
 given copies of any information to be relied upon

The companion should be
allowed to address the hearing in
order to:
* put the employee’s case;
¢ sum up the employee’s case;
* respond on the employee’s
behalf to any view expressed After the meeting
at the hearing. * Issue a written note setting out
Ly M o the improvement needed
o reasonable time scale for improving
o areview date
o any support that will be provided to help employee meet required

At the meeting
» the employee will be given the opportunity to respond to points made

standards
No Improvement J \ Improvement
Verbal warning Issue resolved
In the absence of extenuating circumstances the employee will be No further action

< issued with a formal verbal warning lasting for __ months.
The warning will:
« state the areas for improvement
» state the date of review (___months)
* be copied to the employee and put on the employee’s personnel file

v

Performance improved during the review

Verbal warning review meeting P | period. Verbal warning retained on file but
* normally not considered for disciplinary
action after months

Performance not improved during the review period.
l@— | No extenuating circumstances
Employee issued with a First written warning lasting for

months.
Performance improved during the review
First written warning review meeting P | period. First written warning retained on file
but normally not considered for disciplinary
* action after months

Performance not improved during the review period.
@— | No extenuating circumstances
Employee issued with a Final written warning lasting for ___

months.
v

Performance improved during the review
Final written warning review P | period. Final written warning retained
on file but normally not considered for
* disciplinary action after months

Performance not improved during the review period.
l@——— No extenuating circumstances

Employee dismissed with appropriate notice or possibly
transferred to a less onerous post if available.

Appeal: Where an employee believes that the action is unjustified they may
> request an appeal by an Appeal Manager, preferably someone who has not

been involved in the earlier decision.

The Appeal Manager will review all the facts and after full consideration

either:

* revoke the decision; or

e vary the action with regard to the stage of the procedure to be applied;
or

* endorse the action taken.

This decision will be communicated in writing to the employee. There is no

further right of appeal.
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NOTICE OF PERFORMANCE IMPROVEMENT MEETING

Date

Dear

Iamwriting to tell you that you are required to attend a performanceimprovement meetingon__ /. /___
at am/pmwhichis to be heldin

At this meeting the question of disciplinary action against you, in accordance with the organisation’s poor performance
procedure will be considered with regard to

(Specify)

I'enclose the following documents* (Evidence of poor performance)

The possible consequences arising from this meeting might be: *a recorded verbal warning/*a first written warning/*a final
written warning/*dismissal or some other disciplinary penalty (e.g. disciplinary transfer).

You are entitled, if you wish, to be accompanied by another work colleague or a trade union representative.

Yours sincerely

Signed Manager

*Deleteif not applicable
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POOR PERFORMANCE - RECORDED VERBAL WARNING

Date

Dear

I refer to our meeting on (date) which was held under stage 1 of the Company’s Performance Improvement Procedure,
a copy of which has been supplied to you. You were accompanied at the meeting by (insert name), your union
representative/work colleague®. The following areas of under-performance were discussed:

(Specify the performance problem/problems identified)

This letter is a formal, recorded, verbal warning that your performance does not reach the required standard,
as definedin the attached action plan.

(Detail the improvement needed, a reasonable time scale for improving, a review date and any support that you will provide
to help the employee to meet required standard/s)

This recorded verbal warning will be placed on your personal file for a period of six months during which your performance
will be monitored. If your performance reaches the required standard, this warning will be retained on file but normally not
considered for disciplinary purposes after this period.

Should there be noimprovement, I will have no alternative but to proceed to stage 2 of the Procedure, which may resultin
afirst written warning beingissued.

If you wish to appeal against this decision you should inform me within 5 working days. I will invite you to a further hearing
to discuss the appeal. You have the right to be accompanied at the hearing by (insert name), your union representative/work
colleague®. The final decision will be communicated to you in writing within 5 working days of the hearing.

Yours sincerely

* (delete as necessary)
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APPENDIX 141

POOR PERFORMANCE - FIRST WRITTEN WARNING

Date

Dear

I refer to our meeting on (date) which was held under stage 2 of the Company’s Performance Improvement Procedure, a
copy of which has been supplied to you. You were accompanied at the meeting by (insert name), your union representative/
work colleague®. The following areas of under-performance, which were originally brought to your attention on (date of first
formal meeting), were discussed:

(Specify the performance problem/problems identified)

This letter is aformal first written warning that your performance does not reach the required standard, as defined in the
attached action plan.

(Detail the improvement needed, a reasonable time scale forimproving, a review date and any support that you will provide
to help the employee to meet required standard/s)

This first written warning will be placed on your personal file for a period of twelve months during which your performance
will be monitored. If your performance reaches the required standard, this warning will be retained on file but normally not
considered for disciplinary purposes after this period.

Should there be noimprovement, I will have no alternative but to proceed to stage 3 of the Procedure, which may resultin a
final written warning being issued.

If you wish to appeal against this decision you should inform me within 5 working days. I will invite you to a further hearing to
discuss the appeal. You have the right to be accompanied at the meeting by (insert name), your union representative/work
colleague®. The final decision will be communicated to you in writing within 5 working days of the hearing.

Yours sincerely

* (delete as necessary)
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APPENDIX 14)

POOR PERFORMANCE - FINAL WRITTEN WARNING

Date

Dear

I refer to our meeting on (date) which was held under stage 3 of the Company’s Performance Improvement Procedure,

a copy of which has been supplied to you. You were accompanied at the meeting by (insert name), your union representative/
work colleague®. The following areas of under-performance, which were originally brought to your attention on (date of first
formal meeting), were discussed:

(Specify the performance problem/problems identified)

This letteris a formal final written warning that your performance does not reach the required standard, as defined in the
attached action plan.

(Detail the improvement needed, a reasonable time scale for improving, a review date and any support that you will provide
to help the employee to meet required standard/s)

This final written warning will be placed on your personal file for a period of twelve months during which your performance
will be monitored. If your performance reaches the required standard, this warning will be retained on file but normally not

considered for disciplinary purposes after this period.

Should there be noimprovement, I will have no alternative but to proceed to stage 4 of the Procedure, which may resultin
your dismissal from your employment with the Company.

If you wish to appeal against this decision you should inform me within 5 working days. I will invite you to a further hearing
todiscuss the appeal. You have the right to be accompanied at the meeting by (insert name), your union representative/
work colleague®. The final decision will be communicated to you in writing within 5 working days of the hearing.

Yours sincerely

* (delete as necessary)

128 Employers’ Handbook



APPENDIX 14K

POOR PERFORMANCE - DISMISSAL OR SOME OTHER DISCIPLINARY PENALTY (e.g. DISCIPLINARY TRANSFER)

Date

Dear

I refer to our meeting on (date) which was held under stage 4 of the Company’s Performance Improvement Procedure, a copy
of which has been supplied to you. You were accompanied at the meeting by (insert name), your union representative/work
colleague®.

You were informed at that meeting that your performance was still not satisfactory and that you will *be dismissed/*have
the following disciplinary action taken against you. (Specify)

*Iam therefore writing to you to confirm the decision that you will be dismissed and that your last day of employment with
the Company will be . Thereasons for your dismissal are

(Specify)

*Iam therefore writing to you to confirm the decision that disciplinary action will be taken against you. (Specify).

The reasons for the disciplinary action are

(Specify)

If you wish to appeal against this decision you should inform me within 5 working days. I will invite you to a further hearing
to discuss the appeal. You have the right to be accompanied at the meeting by (insert name), your union representative/
work colleague®. The final decision will be communicated to you in writing within 5 working days of the hearing.

Yours sincerely

* (delete as necessary)
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APPENDIX 141

PERFORMANCE IMPROVEMENT PROCEDURE - OUTCOME OF APPEAL

Date

Dear

Irefer to our meeting on (date) which was held under appeal stage of the Company’s Performance Improvement
Procedure, a copy of which has been supplied to you. You were accompanied at the meeting by (insert name), your union
representative/work colleague®.

You appealed against the decision of the Performance Improvement hearing that you should
+ begiven arecorded verbal warning
+ begiven afirst written warning
+ begiven afinal written warning
+ bedismissed or subject to **other disciplinary action

I'am now writing to inform you of the decision taken by [Insert the name of the person] who conducted
the appeal meeting, namely that the decision to be give you *a recorded verbal warning * a first written warning *afinal
written warning or *be dismissed or subject to other disciplinary action

*still applies
*will be revoked

You have now exercised your right of appeal under the organisation’s Performance Improvement Procedure and this
decisionisfinal.

Yours sincerely

*[delete as appropriate]
Note

**Action other than a warning such as transfer or demotion (if allowed for in the employee’s contract or with the
employee’s agreement).
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APPENDIX 14M

SAMPLE TYPE1PERFORMANCE REVIEW FORM

NAME:

JOBTITLE:

REPORTING PERIOD:

SECTION1 - OBJECTIVES (as agreed between Manager and Employee)

Objective 1 - Summary of achievement against objective 1

Interim Review

Final Review

Objective 2 - Summary of achievement against objective 2

Interim Review

Final Review
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APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED

Objective 3 - Summary of achievement against objective 3

Interim Review

Final Review

Objective 4 - Summary of achievement against objective 4

Interim Review

Final Review

Objective 5 - Summary of achievement against objective 5

Interim Review

Final Review
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APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED
SECTION 2 - COMPETENCIES

Comment briefly on your achievement against the compentencies for your job

Competency Enter level required for your Comments

job (1/2/3)

Focusing on customers

Developing skills and knowledge

Achieving results

Teamwork

Communicating effectively

Solving problems

Being flexible and embracing change

Using initiative

Knowing the business

Being creative and innovative

Leading others

Planning and organising

Making effective decisions

Employers’ Handbook 133




APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED
SECTION 3 - PERSONAL DEVELOPMENT (to be completed by Line Manager)
This section enables people to reflect on what they are good at and what areas they would like to develop

Current strengths

Future career plans and aspirations
Summarise what you would like to be doing in the short, medium and longer term

Personal Development Plan (PDP)
This is an opportunity to maintain a focus on personal development and can form a basis for discussion between the
employee and line manager

Area of development How will this be developed By when
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APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED
SECTION 4 - INTERIM REVIEW
This section s for brief overall summary comments for the half year by the employee and line manager, together with

assessment level agreed after discussion at the interim review. If agreement is not reached, a comment to this effect
should be recorded by both the employee and manager in the summary section.

Employee summary comments for half year

Manager summary comments for half year

Indicative interim assessment level. This is based on performance to date against objectives and competencies
and can changein line with full year performance.

Indicative interim assessment level

Satisfactory Performance

Unsatisfactory Performance
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APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED

SECTION5 - FINAL REVIEW

This section is for brief overall summary comments for the full year by the employee and line manager, together with
assessment level agreed after discussion at the final review. If agreement is not reached, a comment to this effect should

be recorded by both the employee and line manager in the summary section.

Date of end of year review

Employee summary comments for full year

Manager summary comments for full year
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APPENDIX 14M continued

SAMPLE TYPE1PERFORMANCE REVIEW FORM CONTINUED
FINALASSESSMENT LEVEL

This is based on performance over the year against objectives and competencies

Assessment Description

Satisfactory performance Objectives met and competencies fully demonstrated at required levels
Unsatisfactory performance Performance unacceptable; objectives not met and competencies not
demonstrated. Corrective action underway.

SIGNATURES

Employee:

Line Manager:

Countersigning Manager:

Countersigning Manager's comments:
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APPENDIX 14N

SAMPLE TYPE 2 PERFORMANCE REVIEW FORM

Personal Details

Name: Start Date:

Job Title: Last Review

PAST

How would you rate yourselfin Below Average1l Average 2 Competent 3 Good 4

thefollowing on a scale of 1to 4?

Timekeeping

Attitude

Team Worker

External Customer Service

Internal Customer Awareness

Attention to Detail

Meeting deadlines

To what extent do you feel you have
achieved your agreed objectives?

List three aspects of your job that you have enjoyed over the last three months:

What has not worked for you over the last three months?

How have you contributed to the success of the company and the team?

How effective has your training, development and support been?

How has thisimproved your performance/the team/the company?
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APPENDIX 14N continved

SAMPLE TYPE 2 PERFORMANCE REVIEW FORM CONTINUED

FUTURE

What would you like to achieve over the next three months?

How will this help you to meet the team and organisation vision and objectives?

What are your suggested areas for improvement
foryou?
for theteam?
for the organisation?
for me as your Manager?

What support do you need from me as your Manager?

Do you have any experience, skills orinterest areas that we are not aware of?

What do you feel are your training and development needs over the next three months?

1
2
3

Summary Comments:
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