
Hold Stage 1 Capability Meeting with 
employee. Discuss objectives/targets 
and listen to the colleague’s feedback 

on informal review period. Adjourn 
meeting and reconvene giving the 

employee your decision. 

Invite employee to a Stage 1 
capability Meeting in writing, giving at 
least 24 hours notice and right to be 
accompanied by an employee or TU 

Representative 

Has the perfor-

mance improved 

and objectives 

been met 

Contact Go HR to prepare 

an invite letter for the indi-

vidual.  DO NOT CREATE 

YOUR OWN LETTER 

Managing Capability Flowchart 

Formal Stages  

Required Improvement not 

achieved at informal stage 

YES 

If employee has sufficiently 
improved then inform the 
employee. Confirm that 

should their performance 
deteriorate again within next  
6 months, then process will 

begin again at Stage 1. Con-
firm outcome decision in 
writing to the employee 

If employee has not achieved objectives/
targets then issue them with a Stage 1 Capa-
bility Warning which will be held on file for 6 
months. Set another objective and period for 
review (min 4 weeks) and confirm decision in 

writing giving opportunity to appeal 

NO 

Contact Go HR to prepare an 

outcome letter for the individ-

Contact Go HR to prepare an 

outcome letter for the individ-

At end of review period, formally invite em-
ployee to a Stage 2 Capability Review Meet-
ing in writing, giving at least 24 hours notice 
and right to be accompanied by a colleague 

or TU Representative 

Contact Go HR to prepare an 

invite letter for the individual 

Proceed to Page 2 



Continue from page 1 

Has the performance 

improved and objec-

tives been met 

If employee has not achieved objectives/
targets then issue them with a Stage 2 Capa-
bility Warning which will be held on file for 12 
months. Set another objective and period for 
review (min 4 weeks) and confirm decision in 

writing giving opportunity to appeal 

NO 

If employee has sufficiently 
improved then inform the 
employee. Confirm that 

should their performance 
deteriorate again within next 

12 months, then process 
will begin again at Stage 2. 
Confirm decision in writing 

to employee. 

Contact Go HR to prepare an 

outcome letter for the individ-

YES 

At end of review period, formally invite em-
ployee to a Stage 3 Capability Review Meet-
ing in writing, giving at least 24 hours notice 

and right to be accompanied by an employee 
or TU Representative. 

Contact Go HR to prepare an 

invite letter for the individual 

Contact Go HR to prepare an 

outcome letter for the individ-

Has the performance 

improved and objectives 

been met 

If employee has not achieved objectives/
targets then they should be dismissed, with 
notice and the decision confirmed in writing 

giving opportunity to appeal 

NO 

If employee has sufficiently 
improved then inform the 
employee. Confirm that 

should their performance 
deteriorate again within next 
12 months, then process will 
begin again at Stage 3. Con-

firm decision in writing to 
employee. 

Contact Go HR to prepare an 

outcome letter for the individ-

YES 

Contact Go HR to prepare an 

outcome letter for the individ-

Hold Stage 3 Formal Review Meeting with employee. 
Discuss objectives/targets and listen to the employee’s 
feedback on informal review period. Adjourn meeting 
and reconvene giving the employee your decision. 

Hold Stage 2 Formal Review Meeting with employee. 
Discuss objectives/targets and listen to the employee’s 
feedback on informal review period. Adjourn meeting 
and reconvene giving the employee your decision. 

Dismissal is a last option and any 

potential dismissal should be 

sanctioned by a Senior Manager or 

Director due to the potential risk to 

the Company. 


