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development essential for maintaining the agreed standard of performance.  It is 

advisable to treat all ambiguous cases as under-performance issues in the first 

instance. 

 

Disability 

4.5 If a disability is affecting performance, Managers should bear in mind the legal 

obligation, under the provisions of the Equality Act 2010, to consider reasonable 

adjustments when managing an employee with a disability.  Further guidance should 

be sought from the Department of People, Performance and Culture (PPC).      

 

Long-term Sickness 

4.6 Where an employee is absent on a long-term basis due to ill health, the Manager 

must contact PPC for advice.  There is separate guidance and an appropriate 

process which is available in the Managing Sickness Absence Policy.  Long term 

sickness absence may still result in dismissal if the employee is unable to return to 
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6.2.2 The Line Manager will conduct a meeting with the employee at the end of this 

period and confirm to the employee in writing whether an acceptable level of 

performance has been achieved by the end of the review period.  There are two 

possible outcomes: 

 The required im
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 If the required improvement has been achieved, this will be acknowledged 

and the employee will be advised th
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The independent Manager will put any questions to the employee and will consider 

the information and explanations provided.  They may also seek further information 

or advice, where necessary.  

  

6.4.4 The independent Manager will communicate the outcome of the final review 

meeting to the employee and their Line Manager.  PPC will confirm the decision in 

writing to the employee and will retain a copy of the letter in the employee’s file.  The 

conduct and outcome of Review Meetings will be confidential to the employee; their 

Line Manager and PPC.  

6.4.5 Options for the Review Decision include:  

 Downgrading or consideration of redeployment if a post is available 

 Dismissal on the grounds of continued under-performance 

See Appendix 5 for further details. 

6.4.6 If there are further evidenced sporadic performance issues with an employee, 

within an 18 month period the University reserves the right to revisit the options for 

the Review Decision as at 6.4 above.  

 

7. Appeals 

7.1 An appeal against the outcome of the Final Improving Performance Review 

meeting can be submitted by the employee using the Appeal Form at Appendix 6, to 

be sent to PPC within 10 working days of receiving written notification of the 

outcome of the Final Review meeting.   

7.2 An appeal will be heard by a Panel that has not been previously involved in the 

matter, comprising:  

 Usually a more Senior Manager who will act as chair 
 

 A PPC Representative  

7.3 The purpose of the appeal meeting is not to reinvestigate the case but to 

establish the grounds for appeal and ensure: 

 The original decision was reached in a procedurally correct way 
 

 The action taken was reasonable 
 

 The proportionality of the sanction imposed was fair  
 

 The Appeal Panel will consider any new relevant evidence that has come to 

light since the Final Review meeting 

7.4 
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7.5 PPC will write to the employee notifying the employee of the time and date of the 

meeting and will send copies of any relevant written submissions and documentary 

evidence to appropriate parties before the meeting. 

7.6 The meeting should proceed in a formal, polite and respectful manner.  The 

employee will have the right to be accompanied by a companion.  Members of the 

Appeal Panel may put questions to the employee.  Questions may also be put to the 

chair of the Appeal Panel by the employee, and / or their companion. 

7.7 The Appeal Panel will consider its decision in private.  PPC will notify the 

decision to the employee on behalf of the Chair of the Panel, as soon as possible 

after the Appeal meeting.  

7.8 The letter will be sent by recorded post to their home address.  A certificate of 

recorded delivery will constitute evidence of receipt.  A copy of this letter will be sent 

to the employee’s University email account.  The decision of the Appeal Panel will 

also be conveyed to the employee’s Line Manager, in writing, by PPC. 

7.9 Where an appeal is successful and the decision is not to impose any penalty, the 

reference to the action concerned will be removed from the employee's file and the 

employee will be notified accordingly in writing.  Where the appeal decision is to 

substitute a lesser penalty than that previously imposed, the employee's file will be 

noted and the employee will be notified accordingly in writing. 

7.10 Where an appeal is unsuccessful the sanction stands.  There are no further 

stages to this procedure. 
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8. Appendix 1 
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Improving Performance Procedure 
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9. Appendix 2 

Action Plan 

Action Plan for: ___________________________________ 
                              (Name of employee)  

Prepared by:____________________________________                                     
                        (Name of Line Manager)  

Date this action plan agreed:____________________________________ 

Please detail the following (use separate sheets if necessary):-  

1 Where the employee’s performance is falling short of the required 
standards and how it could improve: 
 

2 The required standards of performance are: 
 

3 Factors affecting employee’s performance: 
 

4 The actions that the Line Manager will take to help support the employee to 
improve the performance, and the timescales involved, as well as any 
review dates: 

 

5 The actions that the employee will take to improve their performance, and 
the timescales involved, as well as any review dates: 

 
6 The potential consequences if necessary improvement is not achieved: 

 
7 Any formal staff development or training to support performance 

improvement: 
 

8 Detail progress to date against the Action Plan (this section is to be 
completed after the monitoring and review meetings have taken place):  

 
 

I agree that the above is a true representation of the Action Plan discussion. 

 
Signed: _________________________________
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12. Appendix 5 

Outcomes of the Final Review Meeting   

Downgrading  

In certain circumstances it may be possible to offer movement to a lower grade post 

if a post exists.  Initially, this may be offered on a three-month trial basis, on 

protected terms and conditions of service, reviewed monthly, and involve, where 

appropriate, re-training.  

On completion of the trial period the terms and conditions for the lower grade post 

will be those appropriate to the grade of the post.  Protection of existing pay, terms 

and conditions will not apply after the trial period.  It must be made clear to the 

employee that failure to perform to an acceptable standard in the new post by the 

end of the trial period will result in the Review Meeting being reconvened and 

termination of employment is likely to be the outcome.  

Where the employee refuses the offer of alternative employment, dismissal will take 

place on the grounds of continued under-performance.  This must be made clear in 

writing.  

 

Redeployment  

In certain circumstances it may be possible to offer alternative employment or 

movement to a lower grade post more suited to the employee’s capabilities, if a post 

exists.  Initially, reasonable alternative employment may be offered on a three-month 

trial basis, on protected terms and conditions of service, reviewed monthly, and 

involve, where appropriate, re-training.  

On completion of the trial period the terms and conditions for the alternative 

employment will be those appropriate to the grade of the post.  Protection of existing 

pay, terms and conditions will not apply after the trial period.  

It must be made clear to the employee that failure to perform to an acceptable 

standard in the new post by the end of the trial period will result in the Review 

Meeting being reconvened and termination of employment is likely to be the 

outcome.  

Where the employee refuses the offer of alternative employment, dismissal will take 

place on the grounds of continued under-performance.  This must be made clear in 

writing.  
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Recommendation for dismissal on the grounds of sustained under-

performance  

If, after having exhausted both stages as specified in this policy, an employee's 

performance is still unsatisfactory and fails to reach the agreed standards during the 

review period, dismissal will normally result.   

If the outcome is dismissal, the employee will be informed as soon as is reasonably 

practicable, and notified in writing by PPC.  

The dismissal letter will include the following information:  

 The reasons for dismissal  
 

 The date on which the employment will terminate  
 

 The right to appeal 

If the dismissal is ‘with notice’, the notice period will be as stated in the employee’s 

contract of employment, but the University may make a payment in lieu of notice.    

Sanctions issued as a result of this procedure will remain in force pending the 

outcome of the appeal.  Where an employee appeals against the decision to dismiss, 

the appeals procedure as set out in section 7 of this policy must be followed.  
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