
Performance Improvement Policy 
 
1. Overview 
 
1.1 During your employment we may think that you are not carrying out 
your duties as well as we need you to. This can be for a number of reasons, the 
most common ones being that either the job changes over a period of time 
and you don’t keep up with the changes, or you change (most commonly 
because of health reasons) and you can no longer cope with the work. We will 
deal with any poor performance issues under this policy.   
 
1.2 This policy does not form part of your employment contract, and we 
may update it at any time.  
 
1.3 This policy applies to all employees. It does not apply to self-employed 
contractors, workers, and agency workers.  
 
1.4 This policy does not apply to sickness absence. It does not apply to 
misconduct issues either (see our Disciplinary policy for that). Sometimes, the 
circumstances may mean that we need to follow more than one policy at the 
same time, or switch to using a different policy. For example, if after 
investigation we decide that the issues are not actually performance, but are 
misconduct.  If that happens, steps taken under this policy will be regarded as 
taken under the other policy (i.e. we won't do the same things twice unless 
there's a compelling reason to do so). 
 
2. Informal Discussions and Formal Investigation 

 
2.1  If we have concerns about your performance, we will normally work with 
you informally to help improve it first. This may include on the job training 
(showing you how we want things done), sending you on an external course, 
and monitoring your performance.  
 
2.2  We understand that it is difficult to have discussions about performance 
improvement. We aim to deal with any performance issues sensitively, 
constructively and where possible, in confidence. It is however, important for 
our business that our employees perform to a satisfactory standard. 

 
2.3  Before taking formal action, we will normally (but not always) carry out an 
investigation. The nature of this will vary, but it might include looking at your 



[performance review records/appraisals], some of your work, and other 
relevant documents.  It will usually also involve speaking to you and your 
manager. 
 
3. Your right to be accompanied 
 
3.1  You are entitled to be accompanied by a colleague or trade union 
representative at any meeting called under this policy where you face a formal 
warning, or dismissal, as a result of that meeting.  This right does not extend to 
any investigation meetings that lead up to a formal performance improvement 
meeting. 
 
3.2  If you want to exercise this right, you should tell us as soon as possible 
who you want to accompany you. It is your responsibility to arrange for them 
to attend. If you choose a work colleague, we will not prevent them from 
attending, but we may rearrange the meeting if their absence from work 
would cause operational problems.  
 
3.3  Your colleague or union representative can, if you’d like them to, explain 
the key points of your case to the meeting and can respond on your behalf. 
You can also confer with them during the meetings. However, they must not 
answer questions put directly to you, or try to prevent us asking questions or 
outlining our points. 
 
4. How we carry out formal performance improvement meetings 
 
4.1  If we decide after investigation to take formal action over your 
performance, or need to take further action following a review period, we will 
write to you to tell you: 
 

● when and where your performance improvement meeting will take 
place; 

● the details of the concerns we have with your performance; and 
● the possible consequences. 

 
We will usually include copies of any relevant documents.  
 
 


