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1.  Purpose   
 
If an employee's performance is deemed deficient in some way then attention should be 
drawn to this informally though the normal supervisory process. This supervision should 
identify any gaps in expected competence and performance and the member of staff 
concerned given encouragement, assistance and time to improve. The emphasis should 
be to help staff meet the standards via developmental methods such as training or 
coaching. 
 
This document sets out the procedure to be followed where, having explored issues and 
potential solutions through informal supervision, an employee’s performance is 
unsatisfactory and it is decided that the capability procedure needs to be invoked.  
 
This procedure does not cover circumstances where employees fail to uphold standards 
of conduct. These are covered under the Staple Hill Community Hub Disciplinary 
Procedure.  
 
The procedure aims to treat all employees fairly and consistently. 
 
Staple Hill Community Hub strives to operate effectively and provide the best possible 
service to its clients. Standards of performance expected of all employees are in line with 
this. The Trustee Board is responsible for communicating these standards to employees 
and for maintaining them. In this way, the organisation runs smoothly and all employees 
know what is expected of them. Capability procedures are necessary to ensure that the 
service provided by Staple Hill Community Hub is of a high standard. They also promote 
fairness, order and consistency in the treatment of individuals in employee relations. 

 
A copy of this procedure is stored in Staple Hill Community Hub Welcome Pack, and is 
made available to new members of staff during induction. 
 
2. Key principles 
 
The following key principles underpin this disciplinary and capability procedure: 
 

 Consistent, appropriate and prompt approach to capability issues. 
 

 Confidentiality. 
 

No action will be taken under this procedure until the Trustee Board has communicated 
the standards required and provided supervision support to the member of staff. 
 

 Throughout the procedure staff will be encouraged to achieve the performance 
standards required and given support where possible and appropriate. 

 

 Adequate notice and information relating to a meeting within the capability 
procedure must be given. 
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 Staff have the right to be accompanied by a trade union representative or a work 
colleague. 
 

 Decisions to dismiss a member of staff for capability will be made by the Chair, or if 
the Chair has been involved in the capability procedure then by the Vice Chair of 
the Board. 

  

 Staff have the right of appeal. 
 
 3. Scope of the capability procedure 
 
The capability procedure applies to all staff who have passed their probation period. 
   
4.  Definitions 
 
It is important to distinguish those issues that arise because of misconduct and those 
which arise relating to capability. To assist in distinguishing issues, the following 
definitions are provided as a guide to which part of the procedure should be followed.  
Cases can arise where it is difficult to distinguish between misconduct and capability.  In 
such circumstances the Trustee Board or Chair shall endeavor to ensure that any action 
taken is fair to the member of staff having regard to all the circumstance. 
 
4.1  Misconduct and Gross misconduct 
 
Definitions of misconduct and gross misconduct are contained in the disciplinary 
procedure. 
 
4.2 Capability 
 
Where a member of staff’s inadequate performance is believed to arise from a genuine 
lack of capability, this procedure should be followed.   
 
5. Capability Procedure 
 
The procedure is set out below. It should be applied in accordance with the key principles 
set out in section 2 of this document.   
 
Attention should be drawn informally though the normal supervisory process to the ways 
in which the employee’s performance is deficient at an early stage. This should specially 
identify gaps in the expected competence and performance and the member of staff 
concerned given encouragement, assistance and time to improve. 
 
5.1 Stage one 
 
If there is no improvement, a formal meeting should be held at which the individual may 
be accompanied by a trade union representative or work colleague.   
 
At this meeting, gaps in the expected competence and performance must be identified 
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and an opportunity must be given for the member of staff to explain his or her views in 
reply.   
 
A note of the meeting must be made, identifying clear expectations of standards of 
specific competence and performance to be reached, areas of improvements required 
and timescales. Any additional training and support should be provided, if this has not 
already been arranged.   
 
A stage one warning will be given to the member of staff. 
 
5.2 Stage two  
 
If, after the above steps, the standard of performance is still inadequate, the employee 
should be invited to a second meeting where their performance will be discussed with 
them. They will be entitled to be accompanied by a trade union representative or work 
colleague and will be given the opportunity to state their case.   
 
If the Trustee Board or Chair is not satisfied that sufficient progress has been made a 
stage two warning will be given. The member of staff will be advised that failure to 
improve to the required standard could lead to dismissal. 
 
5.3 Transfer 
 
During the stage one and stage two process, consideration will be given to transferring 
the member of staff to an alternative suitable role, if one should be available.  This 
transfer would be made only with the agreement of the member of staff.  The post need 
not necessarily be of equivalent grade and the member of staff will not have their salary 
protected.   
 
5.4 Dismissal 
 
If despite all the measures above the employee’s performance is still unsatisfactory, 
consideration should be given to dismissal.  The employee will be invited to a meeting 
where they will be entitled to be accompanied by a trade union representative or a work 
colleague and will be given the opportunity to state their case. The dismissal panel will be 
made up of two Trustees and the person who has been holding the meetings at stage one 
and two will be invited to present the management case.    
 
6.  Appeals  
 
If action is taken under this procedure the employee has a right to appeal. The appeal will 
be heard by the Chair except where the Chair has been involved in the disciplinary 
investigation or action. In those circumstances Appeals will be heard by the Vice Chair. 
 
At all stages of the capability procedure the employee has a right to appeal. Appeals 
against decisions taken by Staple Hill Community Hub Trustee Board or Chair should be 
heard by the Vice Chair. Appeals against decisions by the Vice Chair should be made to 
the full Board.  
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Appeals must be lodged within 5 working days of the member of staff receiving the 
decision and should be heard within 10 working days of appeal being lodged where 
possible. 
 
9. Review of this procedure 
 
The disciplinary procedure will be reviewed at least every 3 years by the Trustee Board.  
The review will take place annually.   
 
Any changes to this procedure will be ratified by the Board before implementation. 
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