
Routine monitoring	
Managing performance: Preventing 
underperformance 	
Effective monitoring and line management 	
Early intervention and support	
Appropriate training and support	

Refer to:	
School performance management policy	
Appraisal regulations	
WG performance management guidance

Stage 1a – Identify and investigate
Unsatisfactory performance raised  

as an issue 
From routine monitoring 
From line management 

From other sources (e.g. allegations)

Clarify issue
Establish nature of underperformance 

Discussion with staff member if appropriate 
Refer to school capability policy 
Refer to WG capability guidance 

Investigate the issue
Investigate issue 
Gather evidence 

Review evidence and establish seriousness 
Decide appropriate action

No further action required Capability due to lack of 
competence 

Lack of skill or aptitude leading to 
unsatisfactory performance

Capability due to ill health
Physical or mental health condition 

leading to unsatisfactory performance

Misconduct 
Contravention of code 
of conduct leading to 

unsatisfactory performance

Stage 1b – Informal support 
programme
20 to 30 working days

Informal support programme

Prevent unsatisfactory 
performance – provide support 
Identify support required to address 

unsatisfactory performance

Prevent unsatisfactory  
performance – provide support
Refer to and/or discuss with the local 

authority’s occupational health team or an 
appropriately qualified health professional

Tailored support  
Counselling, coaching and mentoring, 

targets and timetable

Tailored support 
Refer to and/or discuss with the local 

authority’s occupational health team or an 
appropriately qualified health professional

Review  
Unsatisfactory performance successfully addressed?

Formal interview   
Set out evidence 

Hear representations 
Determine outcome

No further action required

Stage 2a – Formal oral warning 
20 to 30 working days 

Formal capability procedures

Disciplinary  
Refer as a disciplinary 
matter (e.g. wilful lack 

of competence)

Formal oral warning   
Provide detailed concerns and 

requirements; suspend performance 
management cycle

Inform and/or consult HR department

Set expectations    
Required improvement
Targets and timetable

Support available
Consequences of failure to improve

Prevent unsatisfactory 
performance – provide support   
Identify support required to address 

unsatisfactory performance

Tailored support
Counselling 

Coaching and mentoring 
Targets and timetable

Review    
Unsatisfactory performance successfully 

addressed?

Formal interview    
Set out evidence 

Hear representations 
Determine outcome

Inform and/or consult with HR department

No further action required
Resume performance 
management cycle

Extend monitoring 
regime

Stage 2b – Written warning 
20 to 30 working days 

Written warning    
Provide detailed concerns and 

requirements; inform and/or consult   
HR department 

Set expectations    
Required improvement
Targets and timetable

Support available
Consequences of failure to improve

Review     
Unsatisfactory performance successfully 

addressed?

Formal interview     
Set out evidence 

Hear representations 
Determine outcome

Inform and/or consult with HR department

No further action required
Resume performance 
management cycle

Extend monitoring 
regime

Stage 2c – Final written warning 
20 to 30 working days 

Final written warning      
Inform and/or consult HR department

Final review     
Unsatisfactory performance successfully 

addressed?

Yes

No further action required 

Resume performance 
management cycle

Stage 3 – Disciplinary and 
dismissal procedures  

No

Refer to governing body staff disciplinary 
and dismissal committee
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