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Please note that this policy supersedes and replaces any equivalent policies or sections of 

policies currently existing at the Academies and Trust. 

This policy applies to all teaching and support staff.  If does not apply to contractors or self 

employed staff.  

Throughout the capability process there will be endeavours to agree various steps / action 

points, however where agreement cannot be reached, then the Head Teacher will make 

the determination. 

1. Performance Management 

1.1. The Trust will ensure they have effectively carried out performance management 

before progressing to the Capability Policy.  This process will have included the 

following: 

• Meeting with the employee as part of the appraisal process to provide 

them with clear written feedback about the nature and seriousness of the 

concerns about their performance and allow them the opportunity to 

comment on and discuss these concerns; 

• Implement an improvement plan which includes targets for improvement 

alongside a programme of support (e.g. coaching, training or mentoring); 

• Set a review period, this will vary for each case but will usually be 

between 4 and 10 weeks.  During this period the employee will have 

been given regular feedback on their progress and amendments 

will have been made to the support programme as required. 

1.2. If, at the end of the review period, the employee had failed to make the 

necessary improvements then a meeting should have been held with them to 

advise that it was now necessary to progress to the capability procedure 
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2. Formal Capability Meeting 

2.1. If there are still ongoing concerns regarding an employee’s capability after 

performance management has been undertaken, the manager will arrange for 

the employee to attend a Formal Capability Meeting.  The purpose of this 

meeting is to discuss the shortfall in the employee’s performance, establish the 

facts and allow the employee to respond to these concerns.   

Meeting Arrangements 

2.2. The employee should be informed in writing of the requirement to attend the 

meeting giving at least 5 working days’ notice.   

2.3. The Formal Capability Meeting will usually be conducted by the employee’s line 

manager.   

2.4. The employee has the right to be accompanied at the meeting by a work 

colleague or Trade Union representative. 

2.5. The meeting should be held on a day and time when the employee normally 

works so that it does not interfere with  other commitments.  

Details within the letter  

1.2. The letter must include details of the ongoing concerns regarding the employee’s 

performance and confirm the record of monitoring / progress to date.   

1.3. A copy of any written evidence which will be referred to at the meeting should 

also be included.   

1.4. The letter should make clear that if the expected level of improvement has not 

been made within the required timescale then they may be issued with a final 

warning which could lead to a dismissal if sufficient progress is not made.  

1.5. Notes will be taken and a copy sent to the employee together with any relevant 

documents (e.g. formal improvement plan)  

The Meeting 

1.6. At the meeting the manager should include in the discussion the following:   

• Identify which standards are not being met (using specific examples of 

work as necessary) and give clear guidance on the standard of improved 

performance needed; 

• Ask the employee to give their explanation (and produce evidence to 

support) any reasons why their current performance is not meeting 

expectations and explore any factors that may be having an impact (e.g. 

underlying health problem); 

• Explore what support or assistance can be provided to ensure that the 

employee is able to improve their performance (e.g. coaching, 
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shadowing, formal training); 

• Agree how the employee’s performance might be improved, which could 

include actions by either or both parties. 

2.6. Notes should be taken at the meeting. 

2.7. If it is decided, during the meeting, that there are capability issues which need to 

be addressed, the manager should also cover the following: 

• Draw up a formal written improvement plan which will be put in place to 

support the employee.  This must identify the level of improvement 

required and the timescale for achievement.  The duration of the review 

period will vary depending on the circumstances of the case, but 

generally will be between 4-10 weeks.  For example, where it has been 

identified that an employee requires further training then it may be 

appropriate to set a longer review period in order to allow the employee 

to undertake the training and then have sufficient time to implement what 

they have learnt.  Whereas, in cases where the education of pupils is 

being severely affected then it may be appropriate to implement a 

shorter review period, however this will depend on whether the supportive 

measures identified can be achieved in that timescale; 

• Inform the employee that failure to improve to the required standard 

within the agreed timescale could result in a final written warning being 

issued at the end of the review period which could lead to dismissal if 

sufficient progress is not made; 

• Agree the date and time of the Formal Review Meeting.  Managers are 

also recommended to hold at least one mid-review meeting.  The date 

and time of this meeting should also be agreed with the employee. 

Potential Outcomes 

1.7. The potential outcomes of the meeting are: 

• There are insufficient grounds for pursuing the capability issue(s).  The 

capability procedure will cease and the remaining concerns may be 

addressed through the performance management process; 

• An adjournment is necessary (e.g. for further investigation or to consider 

any additional information); 

• Advise the employee that there are capability issues to be addressed, 

which may warrant a final warning if the required improvements are not 

made following the review period. 

1.8. The employee should receive written confirmation of the outcome of the meeting 

and a copy of the notes.  
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3. The Improvement Plan  

3.1. The contents of the improvement plan should: 

• Seek to address the areas of concern; 

• Detail the improvements that need to be made (which may include 

meeting specific targets); 

• Identify any additional support (e.g. additional training, mentoring, etc.) 

• Specify the timescales for monitoring and review. 

3.2. A copy of the agreed improvement plan should be sent to the employee. 
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4. Formal Review Meeting 

4.1. A Formal Review Meeting will be held at the end of the review period. The 

purpose of this meeting is to review the formal improvement plan that was agreed 

at the Formal Capability Meeting and to assess if there has been an improvement 

in the employee’s performance.   

Meeting Arrangements  

4.2. The employee should be informed in writing of the requirement to attend the 

meeting giving at least 5 working days’ notice.  A copy of the improvement plan 

agreed at the Formal Capability Meeting should also be included.   

4.3. The meeting should be held on a day and time when the employee normally 

works so that it does not interfere with other commitments.   

4.4. The employee has the right to be accompanied at the meeting by a work 

colleague or Trade Union representative.  

At the Meeting 

4.5. Both the person conducting the meeting and the employee will have the 

opportunity to present evidence to support their position. 

4.6. Notes should be taken at the meeting.  

Potential Outcomes 

4.7. The potential outcomes of the meeting are:  

• If the employee has made sufficient improvement, the capability 

procedure may cease and the informal monitoring will restart.  However, if 

the improvement is not sustained within 12 months then the manager will 

recommence at the Formal Review Meeting stage of this policy.   

• If some improvement has been made it may be appropriate to extend 

the review period (generally, between 4 – 6 weeks).  In the majority of 

cases it will be appropriate to extend the review period just once. 

• If no, or insufficient, improvement has been made, the employee will 

receive a final written warning which will remain on their file for 12 months.  

The employee will be informed in writing of the outcome of the meeting, 

and their right of appeal against the warning.  They should also be 

informed that failure to achieve an acceptable level of attendance may 

lead to dismissal.  A further formal improvement plan and final review 

period will be agreed and a Final Review Meeting will be set.  The 

employee should be informed that failure to achieve an acceptable level 

of performance in the next review period may lead to dismissal.  

4.8. If the decision is made to progress to a Final Review Meeting, it is recommended 

that the manager agrees the date and time of this meeting with the employee 
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(and their representative) at the Formal Review Meeting to ensure availability of 

all parties.  Managers are also recommended to hold at least one mid-review 

meeting.  The date and time of this meeting should also be agreed with the 

employee. 

4.9. The employee should receive written confirmation of the outcome of the meeting, 

a copy of the notes and if applicable, the final written warning. If the employee 

has been given a further period in which to improve and another formal 

improvement plan issued then a copy should also be included, along with details 

of the employee’s right to appeal against the final warning. 

Right of Appeal      

4.10. Individuals will have the right to appeal the final written warning, and appeals are 

to be made in accordance with the Academies Appeals Procedure. 
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5. Final Review Meeting 

5.1. The Final Review Meeting will be held at the end of the final review period, both 

the person conducting the meeting and the employee will have an opportunity to 

present evidence to support their position. 

5.2. The purpose of this meeting is to review the formal improvement plan that was 

agreed at the Formal Review Meeting and to assess if there has been an 

improvement in the employee’s performance.   

Meeting Arrangements 

• The employee should be informed in writing of the requirement to attend 

the meeting giving at least 5 working days’ notice.  A copy of the 

improvement plan agreed at the Formal Review Meeting should also be 

included.   

• The employee has the right to be accompanied at the meeting by a work 

colleague or Trade Union representative.   

• The meeting should be held on a day and time when the employee 

normally works so that it does not interfere with other commitments.   

• Notes should be taken at the meeting. 

Potential Outcomes 

5.3. The potential outcomes of the meeting are:  

• If the employee has made sufficient improvement, the capability 

procedure may cease and the performance management process will 

restart.  However, if the improvement is not sustained within 12 months 

then the manager will recommence at the Final Review Meeting stage of 

this policy;   

• If no, or insufficient, improvement has been made, the employee will be 

advised that a hearing will be convened to consider the case and that a 

potential outcome is dismissal.   

5.4. The employee should receive written confirmation of the outcome of the meeting 

and a copy of the notes.   
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6. Capability Hearing 

6.1. If the employee fails to make sufficient improvement by the Final Review Meeting 

then a Capability Hearing will be convened to consider the case. 

Meeting Arrangements 

6.2. The manager will write to the employee to notify them of the details of the hearing 

(date, time, venue, etc.) giving them a minimum of 5 working days’ notice.   

6.3. The letter will state that the potential outcome of the hearing is dismissal. 

6.4. The hearing should be held on a day and time when the employee normally works 

so that it does not interfere with  other commitments. 

6.5. The employee has the right to be accompanied at the meeting by a work 

colleague or Trade Union representative.   

6.6. Whenever possible the date should be arranged in consultation with the 

employee and their representative.   

6.7. A copy of any paperwork which the manager intends to refer to at the hearing 

must also be enclosed.  This could include: 

• Brief details of the employee’s role and their employment with the 

Academy (include a copy of the employee’s job description); 

• Specific examples of work where the required standard has not been met; 

• Copies of improvement plans; 

• Copy of final written warning; 

• Notes of meetings; 

• Letters confirming the outcome of meetings; 

• How the employee’s performance compares with others (if applicable). 

6.8. The employee will be given an opportunity to provide evidence. The letter to the 

employee must also request that if they intend to refer to any documentation at 

the hearing, a copy of this must be sent to the panel or delegated person at least 

3 working days before the date of the hearing. 

Potential Outcomes 

6.9. The panel or delegated person may find that: 

• The employee’s level of performance is acceptable.  The capability 

procedure will therefore cease and the performance management 

process will recommence.  However, if the improvement is not sustained 

for 12 months then the manager will recommence at the Capability 

Hearing stage of the procedure.   

• The employee’s level of performance is not acceptable.  If the panel or 
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delegated person is satisfied that the employee has been given every 

opportunity to improve their performance but the required standard has 

still not been reached, they will dismiss the employee with notice. 

Notification of the Outcome 

6.10. The outcome of the hearing will be confirmed by letter.  If the employee has been 

dismissed, the letter should include the reason for the dismissal and the 

employee’s termination date.  It should also include details of the employee’s 

right to appeal against the decision.  A copy of the notes from the hearing should 

also be provided. 

Right of Appeal 

6.11. Individuals will have the right to appeal the final written warning, and the dismissal, 

and appeals are to be made in accordance with the Academies Appeals 

Procedure. 
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7. Capability Issues and Disability 

7.1. When reviewing employee performance consideration should be given as to 

whether the employee’s capability is due to a disability.   

7.2. When an employee has a disability the Academy has a duty to make ‘reasonable 

adjustments’ to assist the employee in improving their performance and not place 

them at a disadvantage.  If at any stage a disability becomes apparent, 

reasonable adjustments must be considered.  

7.3. Reasonable adjustments could include: 

• Specialist equipment (possibility of funding through Access to Work); 

• Redeployment into an alternative role; 

• Allowing a longer timescale for review of reasonable adjustments (e.g. 

modifications to working pattern or provision of special equipment);  

• Allowing a longer period of time to seek redeployment.  

7.4. It is difficult to specify the amount of variation required as each employee’s 

disability is different.  Advice should be obtained from Stone King HR Services and 

Occupational Health before reasonable adjustments are implemented.  

7.5. Once agreed ‘reasonable adjustments’ should be progressed as soon as possible.  

They will usually be given a reasonable period to work and will be subject to 

regular monthly reviews.  Dependent upon the circumstances, in some cases 

adjustments may need to be permanent. 

8. Sickness Absence During Review Period 

8.1. If an employee is off sick during any of the review periods, dependent on the 

reason given for their absence and the duration, the manager should consider a 

referral to Occupational Health.  If the reason given is work related stress, it is 

recommended that an occupational health referral needs to be done 

immediately.  If the duration of sickness becomes long term, it will usually be 

necessary to extend the review period to compensate for this.  The employee’s 

absence should also be managed under the Attendance Management Policy. 

8.2. In some cases it may be appropriate for monitoring and/or formal procedures to 

continue during a period of sickness.  For example, where an employee has 

completed 9 weeks of a 10 week improvement plan before going off sick and 

had failed to demonstrate the required improvements during that time, then it 

would be appropriate to consider progressing to the next stage (i.e. issuing a final 

warning, proceeding to a hearing, etc.). 

8.3. In cases where an employee is being managed under both the capability and 

attendance management policies it would be appropriate, wherever possible, to 

address both of these issues as part of the same meeting.  A suggested format for 

the meeting is as follows: 
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• Introduce those present and confirm that the meeting will address both 

attendance management and capability issues.   

• The first part of the meeting will focus on the employee’s attendance and 

the second part of the meeting will focus on the capability issues. 

8.3.2. Part One: Attendance Management 

• Follow the meeting content requirements as per the relevant stage of the 

Attendance Management Policy.   

• At the end of this part of the meeting it may be appropriate to take a 

short adjournment before commencing the capability discussion. 

8.3.3. Part Two: Capability 

• Confirm that the discussion will now focus on the capability issues. 

• Follow the meeting content requirements as per the relevant stage of the 

Capability Policy and information available in this guidance.   

9. Grievances 

9.1. Where a member of staff raises a grievance during the capability procedure the 

capability procedure may be temporarily suspended in order to deal with the 

grievance. Where the grievance and capability cases are related it may be 

appropriate to deal with both issues concurrently. 

10. Delegation of Authority 

10.1. The person or panel responsible for hearing the case will depend on who has 

been given the delegated authority.  This will either be the Governing Body 

/Trustees (i.e. a panel of Governors/Trustees) or the Head Teacher.  If it is the Head 

Teacher then they may be supported by another member of the senior 

management team or a Governor / Trustee.  It would not be appropriate for the 

Head Teacher to make the decision if they have managed the case.   

10.2. The potential outcomes of the meeting are: 

• • If the employee has made sufficient improvement, the capability 

procedure may cease and the performance management process will 

restart;   

• • If no, or insufficient, improvement has been made, the employee will 

be dismissed. 

11. Dismissal 

11.1. The Governing Body/Trustees or delegated person, i.e. the Head Teacher, will 

dismiss the employee with notice.  The academy will have the option for 

employees to work their notice or to be paid in lieu of notice, if this is deemed to 

be appropriate. 
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11.2. The employee will be notified in writing of the outcome of the hearing, including 

that the reason for the dismissal is capability and date of termination of their 

employment.  The letter will also include details of the right to appeal. 

12. Extreme Circumstances 

12.1. If the lack of capability jeopardises the education and/or health, safety and 

wellbeing of pupils, the timescale of review periods may be shortened.  If after this 

shortened review period an acceptable level of progress has not been made and 

it is concluded that the lack of capability continues to jeopardise the education 

and/or health, safety and wellbeing of pupils then it may be appropriate to 

proceed directly to a hearing.  In these extreme circumstances, it may be 

appropriate to suspend the employee on full pay pending a formal hearing.  

13. Pay Progression  

13.1. For teaching staff, if the capability policy has been invoked they will not receive 

pay progression whilst being managed under this policy. 

13.2. For support staff please refer to the Green Book
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Appendix A - Example Improvement Plan (Teaching Staff) 

PERFORMANCE IMPROVEMENT PLAN - CAPABILITY   DATE OF PLAN: Insert from and to date 

Employee:   Manager:   

 

AREA FOR 

IMPROVEMENT 

REASONS IDENTIFIED FOR NEED 

TO IMPROVE 

ACTION AGREED TARGETS MONITORING OF 

IMPROVEMENT 

Behaviour 

management and 

communication with 

students 

Inconsistent use of the 

School’s classroom behaviour 

policy 

Inappropriate methods of 

addressing minor disciplinary 

issues   

Inappropriate comments to 

students 

Concerns from staff and 

students over “personal 

space” 

 

Acknowledge student 

perceptions and concerns in 

the way they are spoken to 

and eliminate any shouting at 

individuals 

Eliminate inappropriate 

comments to students and 

keep to a professional 

teacher-student dialogue 

Maintain appropriate space 

when communicating with 

staff and students 

 

No concerns 

expressed by other 

staff, parents or 

students when 

dealing with 

behavioural issues 

Clear evidence of 

the classroom 

behaviour policy 

being used 

Effective behaviour 

management 

strategies seen being 

used in the classroom 

 

Monitoring of any 

concerns expressed by 

students, parents or other 

staff through letters, 

phone calls or notes 

received by Subject 

Leader or Director of 

Specialism 

Monitoring of appropriate 

use of the classroom 

behaviour policy and 

agreed behaviour 

strategies to take place 

through lesson 

observations carried out 

by Subject Leader and 

Director of Specialism on 

sets agreed by Subject 

Leader and Director of 

Specialism where student 

behaviour issues have 
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occurred previously  

Monitoring of number of 

students removed from 

lessons through analysis of 

BSU log 

Overall monitoring of 4 

week cycle to take place 

on [date] 

Quality of Teaching 

and Learning 

All observations this term (10) 

have been judged 

inadequate 

Concerns expressed by 

parents, students and staff 

about the quality of teaching 

and learning in the classroom 

continue 

Classroom observations 

highlighting  concerns about 

pace and challenge 

appropriate to the ability of 

students in the class 

Concerns raised by subject 

leader regarding coverage of 

scheme of work 

Concerns about the quality 

and frequency of homework 

and marking (not following 

department homework and 

Lessons observations to 

continue with  Subject Leader 

and Director of Specialism to 

identify areas for improvement 

and strategies for 

implementation 

Participate in a Learning Walk 

across the college aimed at 

observing good practice in 

Inclusion and SEN provision 

Ensure schemes of work are 

adhered to by the 

implementation and use of a 

medium term planning grid for 

each teaching set 

Homework set and marked 

according to Science 

department homework and 

marking policy 

Meet with Science AST to share 

Lesson observations 

show progress and 

be at least 

satisfactory, and 

include no issues 

regarding health and 

safety 

Lesson plans to be at 

least satisfactory in 

demonstrating how 

students would make 

progress, and in 

planning for 

appropriate pace 

and challenge for 

ability of students in 

the set 

Medium term 

planning grids 

maintained, outline 

planning at least 4 

Scrutiny of selected sets 

of exercise books by 

Subject Leader, one set 

per week – Wednesday 

Scrutiny of lesson plans by 

Subject Leader one plan 

per group per week (to 

be submitted on a Friday) 

Monitoring of medium 

term planning grid by 

Subject Leader weekly, to 

be submitted with lesson 

plans on a Friday 

Mark book to evidence 

recording of homework 

assessment data 

4 full lesson observations 

to be identified by Neil 

and Subject Leader 

and/or Director of 
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marking policy) 

 

good practice in lesson 

planning 

weeks ahead.  

Director of Specialism 

to clarify process 

Homework set for 

each teaching group 

in line with 

department policy.  

Marks to be recorded 

for all students in 

mark book 

Science 

Overall monitoring of 4 

week cycle to take place 

on [date] 

 

 

I agree that I will commence this plan with effect from [date] and I understand that failure to achieve the required level of 

improvement will result in me progressing to [Stage] of the Capability Policy  

I also understand that, should I achieve the required level of performance and therefore formal procedures will cease, failure to 

maintain this improvement for 12 months may result in formal procedures recommencing.  

Any further support identified:  

Review dates: [enter date(s) of mid-review meeting(s)] 

[Formal/Final] Review Meeting Date:  

Signed:   Employee: _________________________________ Manager: _______________________________ 

        

If you do not return a signed copy of this plan within 7 working days it will be assumed that you are in agreement with its contents. 
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Appendix B - Example Improvement Plan (Support Staff) 

PERFORMANCE IMPROVEMENT PLAN - CAPABILITY   DATE OF PLAN: Insert from and to date  

Employee:   Manager:   

 

AREA FOR 

IMPROVEMENT 

REASONS IDENTIFIED FOR NEED 

TO IMPROVE 

ACTION AGREED TARGETS MONITORING OF IMPROVEMENT 

Behaviour 

management and 

communication with 

students 

Inconsistent use of the 

School’s classroom behaviour 

policy 

Inappropriate methods of 

addressing minor disciplinary 

issues   

Inappropriate comments to 

students 

Concerns from staff and 

students over “personal 

space” 

 

Acknowledge student 

perceptions and concerns in 

the way they are spoken to 

and eliminate any shouting at 

individuals 

Eliminate inappropriate 

comments to students and 

keep to a professional 

teacher-student dialogue 

Maintain appropriate space 

when communicating with 

staff and students 

 

No concerns 

expressed by other 

staff, parents or 

students when 

dealing with 

behavioural issues 

Clear evidence of 

the classroom 

behaviour policy 

being used 

Effective behaviour 

management 

strategies seen being 

used in the classroom 

 

Monitoring of any concerns 

expressed by students, parents or 

other staff through letters, phone 

calls or notes received by Subject 

Leader or Director of Specialism 

Monitoring of appropriate use of 

the classroom behaviour policy 

and agreed behaviour strategies 

to take place through lesson 

observations carried out by 

Subject Leader and Director of 

Specialism on sets agreed by 

Subject Leader and Director of 

Specialism where student 

behaviour issues have occurred 

previously  

Monitoring of number of students 

removed from lessons through 

analysis of BSU log 

Overall monitoring of 4 week cycle 

to take place on [date] 
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Quality of Teaching 

and Learning 

All observations this term (10) 

have been judged 

inadequate 

Concerns expressed by 

parents, students and staff 

about the quality of teaching 

and learning in the classroom 

continue 

Classroom observations 

highlighting  concerns about 

pace and challenge 

appropriate to the ability of 

students in the class 

Concerns raised by subject 

leader regarding coverage of 

scheme of work 

Concerns about the quality 

and frequency of homework 

and marking (not following 

department homework and 

marking policy) 

 

Lessons observations to 

continue with  Subject Leader 

and Director of Specialism to 

identify areas for improvement 

and strategies for 

implementation 

Participate in a Learning Walk 

across the college aimed at 

observing good practice in 

Inclusion and SEN provision 

Ensure schemes of work are 

adhered to by the 

implementation and use of a 

medium term planning grid for 

each teaching set 

Homework set and marked 

according to Science 

department homework and 

marking policy 

Meet with Science AST to share 

good practice in lesson 

planning 

Lesson observations 

show progress and 

be at least 

satisfactory, and 

include no issues 

regarding health and 

safety 

Lesson plans to be at 

least satisfactory in 

demonstrating how 

students would make 

progress, and in 

planning for 

appropriate pace 

and challenge for 

ability of students in 

the set 

Medium term 

planning grids 

maintained, outline 

planning at least 4 

weeks ahead.  

Director of Specialism 

to clarify process 

Homework set for 

each teaching group 

in line with 

department policy.  

Marks to be recorded 

for all students in 

Scrutiny of selected sets of exercise 

books by Subject Leader, one set 

per week – Wednesday 

Scrutiny of lesson plans by Subject 

Leader one plan per group per 

week (to be submitted on a Friday) 

Monitoring of medium term 

planning grid by Subject Leader 

weekly, to be submitted with 

lesson plans on a Friday 

Mark book to evidence recording 

of homework assessment data 

4 full lesson observations to be 

identified by Neil and Subject 

Leader and/or Director of Science 

Overall monitoring of 4 week cycle 

to take place on [date] 
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mark book 

 

I agree that I will commence this plan with effect from [date] and I understand that failure to achieve the required level of 

improvement will result in me progressing to [Insert next Stage] of the Capability Policy. 

I also understand that, should I achieve the required level of performance and therefore formal procedures will cease, failure to 

maintain this improvement for 12 months may result in formal procedures recommencing.  

Any further support identified:  

Review dates: [enter date(s) of mid-review meeting(s)] 

[Formal/Final] Review Meeting Date:  

Signed:   Employee: _________________________________ Manager: _______________________________ 

             

If you do not return a signed copy of this plan within 7 working days it will be assumed that you are in agreement with its contents. 
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Appendix C – Agenda of the Capability Hearing 

The panel or delegated person will introduce those present and outline the procedure to 

be followed.  An employee who is not accompanied will be reminded of their right to 

representation. 

Everyone reminded of confidentiality of the meeting.  

1. The manager presenting the case (i.e. the Presenting Officer) will outline their case 

setting out their concerns about the employees’ performance and referring to any 

evidence. .   

2. The Presenting Officer may call witnesses to support their case.   

3. The employee and/or their representative may question the Presenting officer and 

witnesses. 

4. The panel or delegated person may question the Presenting officer and witnesses. 

5. The employee and/or their representative will outline their case and refer to any 

evidence.   

6. The employee and/or their representative may call witnesses to support their case.   

7. The Presenting Officer may question the employee and witnesses. 

8. The panel or delegated person may question the employee and witnesses. 

9. The Presenting Officer will then summarise and conclude and no new information is 

raised.  

10. The employee and/or their representative will then summarise and conclude and no 

new information is raised.  

11. The Presenting Officer, the employee, and their representative will leave the room to 

allow the panel to consider the case and reach a decision.  

12. The Presenting Officer, the employee and their representative will be recalled into 

the meeting and informed of the decision by the Chair.  

13. The employee will be advised of any right of appeal and that the outcome will be 

confirmed to them in writing.  

Summary of roles  

Role Purpose  

Delegated person To chair the meeting  

Panel (if applicable) To listen, consider the case and reach a decision 

Presenting Officer To outline their case setting out their concerns about 

the employees’ performance and referring to any 

evidence.  
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Appendix D - Agenda for Appeal Hearing  

The delegated person carrying out the appeal process will introduce those present and 

outline the procedure to be followed.  An employee who is not accompanied will be 

reminded of their right to representation   

Everyone is reminded of confidentiality  

1. The employee and/or their representative will state their case for appeal.   

2. The employee and/or their representative may call  witnesses to support their case.   

3. The Presenting officer  may question the employee and witnesses. 

4. The panel or delegated person may question the employee and witnesses. 

5. The manager presenting the case (i.e. the Presenting Officer) will outline their case  

6. The Presenting Officer may call  witnesses to support their case.   

7. The employee and/or their representative may question the Presenting Officer and 

witnesses. 

8. The panel or delegated person may question the Presenting Officer and witnesses. 

9. The employee and/or their representative. will then summarise and conclude and 

no new information is raised. 

10. The Presenting Officer will then summarise and conclude and no new information is 

raised.  

11. The Presenting Officer, the employee, their representative will leave the room. 

12. The Presenting Officer, the employee and their representative will be recalled into 

the meeting and informed of the decision by the Chair.  

13. The employee will be advised that the outcome will be confirmed to them in writing.  
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