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1.

POLICY STATEMENT

1.1

The CCG has the right and responsibility to establish its requirements in standards of work
to be achieved by its staff, so long as these are realistic and clearly defined. In order to fulfil
this responsibility the organisation will ensure that individual employees’ work is monitored
fairly.

1.2

The organisation is committed to valuing all of its employees and will encourage them,
through guidance, training and development, to achieve their full potential on a consistent
basis. Where there is an identified failure in performance, the CCG will, as part of the
process of encouragement and support, discuss with the employee the reasons giving rise
to that situation. Formal action in line with the principles and procedure outlined below may
follow if the employee fails to meet the agreed performance levels.

2.

PRINCIPLES

2.1

During employment adequate training and encouragement are essential to help achieve
satisfactory performance. This will mean that regular discussions about performance will
take place between employees and their managers. During these discussions managers will
attempt to coach and develop employees and as such may set performance or behavioural
targets for employees in an attempt to encourage improvements, without the recourse to
formal procedures.

2.2

Where the performance of an employee is affected by a disability, as defined in accordance
with the Equality Act 2010, reasonable adjustments will be considered in any aspect of work
arrangements to support the employee in their performance at work.

2.3

Equally, employees themselves have a personal responsibility to ensure that they commit
sufficient personal effort to achieve and maintain the standards defined for them.

2.4

Managers with responsibilities for performance management will receive the appropriate
training to help them understand their role and manage performance effectively. This will
include information on the objectives of performance management and how it will operate.

2.5

Every attempt will be made to ensure that any targets and timescales are a reasonable
expectation and are agreed between line manager and employee. Where this agreement
cannot be reached, it may be necessary for management to set the target that the employee
is reasonably required to achieve within the timescale.

2.6

This procedure will be implemented where the manager considers that an employee is
failing to achieve and maintain defined standards of work. Issues regarding misconduct and
ill-health will be addressed under the appropriate policy (Please refer to the Disciplinary and
Sickness Absence policies).

2.7

Employees are entitled to be accompanied at all formal meetings by a Trade Union
Representative or work colleague.
If the employee has been requested to attend a disciplinary hearing they must inform the
Chair of the Disciplinary Panel of their chosen companion, at least 2 working days in
advance of the meeting.
The employee may not insist on being accompanied by a colleague whose presence would
prejudice the meeting or who might have a conflict of interest. It would also be unreasonable
for an employee to ask to be accompanied by a colleague from a remote location when
someone suitably qualified was available on site. Should there be any dispute regarding the
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chosen companion that cannot be resolved, the matter will be escalated to the Head of
Human Resources.
2.8

Employees are required to attend all meetings relating to the disciplinary process. If they, or
their companion, are unable to attend the arranged meeting, they must give notice and
reasons why they are unable to attend. The meeting will then be rescheduled to a mutually
convenient time, within 10 working days of the original date wherever possible. However,
where an employee fails to attend such meetings without reasonable grounds, then the
meeting may be held in their absence. The employee will be informed of this in writing.

2.9

The employee will have the right of appeal against any disciplinary warning or sanction
issued in the formal stages of the procedure. Please refer to PART 2 – Appeals.

3.

PROCEDURE

3.1

Informal Procedure

3.1.1

In cases where there is an identified failure in performance first line managers should bring
this to the attention of the individual being clear to restate the standard that is required and
giving the employee an opportunity to discuss any training or support e.g. counselling and
mentoring required to improve performance to reach the required standards. A record of
any action and/or agreed training requirements will be documented together with a timescale
for the expected improvement to be achieved. This timescale will be reasonable and fair
and agreed e.g. between one to three months. In considering what is a reasonable
timescale for improvement to occur managers should consider the nature of the post, the
extent to which the employee is functioning below standard and the type and extent of
training and support required.

3.1.2

It is important to provide the employee with an opportunity to express their opinion and for
the Line Manager to consider external factors, which may be contributing to the poor
performance.

3.1.3

The subsequent performance of the employee should be monitored and assessed
objectively and frequently, giving the employee any feedback, both positive and negative
e.g. review meetings weekly or fortnightly.

3.1.4

During the informal stage of the Managing Work Performance policy employees do not have
the statutory right to be accompanied by a Trade Union representative or workplace
colleague.

3.2

Formal Procedure

3.2.1

Where there is a failure to improve or maintain the agreed performance level, this must be
discussed with the employee concerned. This discussion will focus on the issues regarding
the unsatisfactory work performance, as well as having the opportunity to discuss any further
problems. A record of any action and/or agreed training requirements will be documented
together with a timescale for the expected improvement to be achieved. This timescale will
be reasonable and fair and agreed e.g. between one and three months. This allows
managers to have an understanding of minimum and maximum reasonable timeframes.
Suggestions from the employee will be considered and the possibilities of alternative duties
may be discussed, in accordance with the provisions of the Redeployment policy

3.2.2

If unsatisfactory progress is made towards the agreed performance level and management
has exhausted all other avenues in relation to additional training; mentoring etc. (see 3.1
above), the Line Manager may consider disciplinary action in accordance with the formal
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stages of the HR07 Disciplinary Policy whilst still continuing the supportive measures
outlined in this policy. In such cases advice should be sought from the appropriate Human
Resources Representative
3.2.3

Employees will have the right to be accompanied and/or represented by a recognised trade
union representative or work colleague during the formal stages of the Discipline Policy.
Employees will be given rights of representation and appeal in respect of disciplinary
warnings, as outlined within the Disciplinary policy.

3.3

Formal Procedure and Incremental Pay Progression

3.3.1

Where an individual is under a formal capability procedure at the date their incremental pay
progression is due, the pay step will be delayed. When the individual is no longer being
managed under a formal capability procedure they will be eligible to have the pay
progression reviewed.

3.3.2

The ending of a formal capability process does not guarantee incremental pay progression;
as the other criteria must also be meet to successfully achieve pay progression.

3.3.3

Any progression of incremental pay will be reviewed at a pay step review meeting with an
individual’s line manager.

4.

APPEAL PROCESS

4.1

An employee in receipt of a disciplinary warning or notice of dismissal has the right of
appeal.

4.2

Appeals should be dealt with in accordance with the Appeal section of the HR07 Disciplinary
Policy.

5.

SCHEME OF DELEGATION (if appropriate)
Each policy will contain a scheme of delegation specific to the stages and actions associated
to the policy.
All Schemes will adopt the levels as outlined below therefore ensuring
consistency throughout all policies and clarity within the organisation
Informal procedure
Formal procedure

6.

Line Manager or equivalent level manager from elsewhere
within the organisation
Line manager or equivalent level manager from elsewhere
within the organisation or the line managers direct
manager if the line manager has been previously involved
or implicated

EQUALITY STATEMENT

In applying this policy, the organisation will have due regard for the need to eliminate
unlawful discrimination, promote equality of opportunity, and provide for good relations
between people of diverse groups, in particular on the grounds of the following
characteristics protected by the Equality Act (2010); age, disability, gender, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or
belief, and sexual orientation, in addition to offending background, trade union
membership, or any other personal characteristic.
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7.

MONITORING AND REVIEW

7.1

The policy and procedure will be reviewed periodically by Human Resources in conjunction
with operational managers and Trade Union representatives. Where review is necessary
due to legislative change, this will happen immediately.
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Appendix 1 - Equality Impact Assessment
What impact will the new policy/system/process have on the following:
Age - Consider and detail age related evidence. This can include safeguarding,
consent and welfare issues
Appropriate methods of communication of the Policy have also been carefully considered to
ensure they reach all ages of the workforce. Email and the internet can be accessed by all users
in the workplace.
.

Disability - Consider and detail disability related evidence. This can include attitudinal,
physical and social barriers as well as mental health/ learning disabilities
The disability status of the workforce across the region is largely unknown therefore relevant tools
could be made available to staff that potentially do have a disability that the organisations are
unaware of. The policy should be able to be communicated in alternative methods as required for
those with a disability and/or visual impairment such as braille, large font, interpreters etc.
Gender reassignment (including transgender) - Consider and detail evidence on
transgenderpeople. This can include issues such as privacy of data and harassment.
The policy does not include content or vocabulary that could cause offense or discriminate against
any staff members who have undergone or are undergoing gender reassignment or that identify as
transgender.
Marriage and civil partnership - Consider and detail evidence on marriage and civil
partnership. This can include working arrangements, part-time working, and caring
responsibilities.
The content of this policy does not include content or vocabulary that discriminates against staff
that may be married or in a civil partnership.
Pregnancy and Maternity - Consider and detail evidence on pregnancy and maternity. This
can include working arrangements, part-time working, and caring responsibilities.
The policy does not discriminate against staff that are currently pregnant or on maternity leave and
can be accessed while on maternity leave or any other leave of absence via the organisation's
website.
Race - Consider and detail race related evidence. This can include information on
difference ethnic groups, Roma gypsies, Irish travellers, nationalities, cultures, and
language barriers.
The policy does not include vocabulary or content that discriminates against staff on the grounds of
race.
Religion or belief - Religion is defined as a particular system of faith and worship but belief
includes religious and philosophical beliefs including lack of belief (e.g. Atheism).
Generally, a belief should affect your life choices or the way you live for it to be included in
the definition.
The policy does not discriminate against staff that hold any particular religion or belief.
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Sex/Gender - Consider and detail evidence on men and women. This could include
access to services and employment.
The Policy does not discriminate between staff that are men or women.
Sexual orientation - Consider and detail evidence on heterosexual people as well as
lesbian, gay and bisexual people. This could include access to services and employment,
attitudinal and social barriers.
The content of this policy and vocabulary used does not discriminate against staff based on their
sexual orientation.
Carers - Consider and detail evidence on part-time working, shift-patterns, and
general caring responsibilities.
The content of this policy and vocabulary used does not discriminate against staff who have carer
responsibilities.
Other Identified Groups and Health Inequalities - Consider and detail evidence on groups
experiencing disadvantage and barriers to access and outcomes. This can include different
socio-economic groups, geographical area inequality, income, resident status (migrants,
asylum seekers). What is the potential impact of your work on health inequalities?
Other groups have been considered however as the policy is for staff there are no additional
impacts on health inequalities.
Action Plan
Ref
no.

Potential
Challenge/
Negative
Impact

1

Staff unable
to access
policy due to
particular
characteristic

Protected
Group
Impacted
(Age,
Race
etc.)
Age,
disability
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Action(s) required

Expected
Outcome

Owner

Timescale/
Completio
n date

Have a process in
place for alternative
formats provided if
required.
As part of
reasonable
adjustments on
appointment or
during
employment any
policy should be
adapted by the
CCG

All staff can
access and
use the
policy. NECS
HR or
Equality
Team can be
contacted for
any requests.

Jenna
McGui
nness
, HR
Mana
ger

On receipt
of individual
request
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