
Performance Management

H
u

m
a

n
 R

e
so

u
rc

e
s

F
u

n
ct

io
n

 /
 M

a
n

a
g

e
r

D
o

cu
m

e
n

t

You have an Issue with 

Employee Performance, 

Capability or Conduct

Raise the matter 

informally with the 

Employee and agree a 

date to review it

Confirm discussion in Writing 

& Review Accordingly

If problem continues 

advise the employee 

and inform them  that 

formal procedure begins

Prepare supporting 

information (evidence/

examples) if appropriate 

hold an investigation/

signed statements

Confirm the discussion in 

writing and invite the 

employee to a disciplinary 

hearing 

Send Supporting Information 

to the Employee at least 48 

hours prior to the hearing

Hold Hearing, discuss 

the supporting 

information and give the 

employee the 

opportunity to put their 

case forward 

Close  the meeting to 

reflect & decide what 

action (if any) is to be 

taken. 

Confirm the outcome of the 

meeting in Writing

Appropriate Actions
1. No Action
2. 1

st
 Written Warning on File for 3 Months

3. 2
nd

 Written Warning on File for 6 Months
4. Final Written Warning on File for 12 Months
5. Dismissal (or demotion) 
6. Instant Dismissal -if deemed to be gross misconduct

Are any adjustments for 

disability required?  Ideally 

arrange for a note taker, 

preferably who hasn’t been 

involved.   

HR Support 

Throughout

Considerations

General Work Record

Experience

Length of Service

Consistency with other 

Cases


