MODEL CAPABILITY PROCEDURE
Purpose
The purpose of the Capability Procedure is to address concerns with performance in carrying out a role and to determine whether the employee is capable or can be supported to become capable of doing their job to the required standard and to ensure that any concerns about an employee’s capability are handled in a fair, consistent and timely manner. Where an employee is believed to have capability issues the following procedure will apply. 
                        1.	Capability is the assessment of an employee’s ability to do their job to a satisfactory standard.  It is not about misconduct, which should be dealt with under the organisation’s Disciplinary Procedure.
            2.	Where incapability is due to health reasons every effort should be made to assist the employee to retain their job. The provision of suitable adjustments should be explored. Advice from an Occupational Health Specialist at this stage may help to inform the requirements for adjustments. Further advice on this is available via the Synod’s HR Adviser.  Contact can be made via the Synod Clerk in the first instance.
            3.	 Where the incapability due to health reasons can no longer be assisted, then a report from an Occupational Health Specialist should be obtained as to the prognosis for the future of the employee’s capability to continue in employment.  Where it is conclusive that the employee can no longer perform the job then termination on ill health grounds should be pursued.  
          4.	Where the incapability is for one of the following reasons:
· Poor performance
· Incompetence
· Unsuitability for the role
· Lack of application
 all efforts will be made to try to remedy the situation.  The first stage is informal. The required improvements should be made clear and an assessment carried out to determine if there is any training or support from which the employee may benefit or any reasonable adjustment which could be made to the employee’s role in order to enable them to attain the required standard.  
5.	Where the informal approach has failed the following procedure should be entered into.  Where Line Managers require support through this process this may be accessed via the Synod Clerk who will engage with the services of the Synod’s HR Adviser. 
	Verbal warning: The employee will be advised that their performance has been unacceptable. The required standard of performance will be outlined and, if deemed necessary, an action plan will be put into place. The Line Manager will discuss with the employee whether any training or support is required to reach the required standard and if so, this will be provided. The warning will be given verbally and subsequently confirmed in writing. The warning will state that the employee’s work will be reviewed in one month from the date of the warning. 
First written warning: The procedure followed will be the same as for Verbal Warning. The Written Warning will state that unless the employee’s performance improves to the required standard within an agreed time frame from the date of the warning their employment may be terminated.  
Final Written Warning: The employee will be given a Final Written Warning stating that unless their performance meets the standards set out on previous warnings, within an agreed time frame from the date of this warning, then dismissal will be the outcome.
                     6.	Employees are entitled to be accompanied by a workplace colleague or a certificated Trade Union official or other independent person, by prior agreement, at any stage of this procedure. Employees may not be accompanied by a legal professional.
                     7.	Subject to satisfactory performance any warning given under this procedure will be removed from the employee’s record after two years after the date of the last warning given.
                    8.	The employee has the right of appeal against any warning issued as a result of this procedure. Any appeal should be put in writing to an appropriate person nominated by the Employer.  Arrangements should be made for the Appeal to be considered by a person not previously involved in the Performance Management process.
