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26.08.25 2 Additions 

 TUPE transferees: apply a no-detriment principle to transfer policy 
entitlements for performance or capability concerns. 

 Clause 1.9.3: formal written record of performance-related 
discussions shared within 5 working days; employee can append 
comments; record placed on file (see Appendix 2 template). 

 Amendments 

 Performance-concern ownership (clause 1.3): may be raised by the 
reviewer, SMT member (TSFE), Headteacher or Principal; reviewer 
role can be re-delegated with staff agreement. 

 Disability adjustments (clause 1.7): reasonable workplace 
adjustments per the Equality Act 2010. 

 Expectation clarity (clause 1.8.3): underperformance defined by 
failure to meet formally communicated standards. 

 Structured support (clause 1.9.1): a 12-week (minimum) 
improvement plan meeting covering concerns, required standards, 
support, monitoring frequency and pay-progression implications. 

 HR & senior sign-off: procedural steps to be undertaken in 
consultation with HR and Senior Leadership (Headteacher/SMT). 

 Health-related performance (clause 2.3): managed via the Trust 
Absence Management policy; capability may be paused or continue 
subject to Occupational Health input. 

 Capability invocation (clause 2.4): requires documented informal 
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support evidence — or Headteacher/Principal/SMT approval in 
exceptional cases — before moving to formal capability. 

 Grievance alignment (clause 2.10): grievances arising under this 
procedure follow the hearing and appeal process; capability can be 
paused during grievance. 

 Warning & review periods: review windows set at 6–12 weeks with 
mandatory interim check-ins; managers may escalate stages early if 
progress is insufficient. 

 Appeals process: employees must clearly state grounds and may 
submit additional evidence before the appeal hearing. 

 Removals 

 The requirement for “engagement of the Employee in the 
programme.” 

 Handling non-cooperation under capability via the Disciplinary 
Procedure has been deleted. 
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Appendix 1: Record of Performance Concerns 

(NB. This document is used to record informal performance concerns and should be stored on an 
employee’s personnel record)  

Line Manager:   

Employee:  

Date of Meeting:  
   
Brief description of concern(s):   

  
 
 
 
 
  
 We discussed:  

 

 

 

 

 

  We agreed to (with timescales):     
(Examples would include coaching/mentoring, CPD, observation of good practice, visit to another Academy etc.)  

 
 
 
 
 
 
  
We will meet again to review on (within 12 weeks):  
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Appendix 2: Structured Managerial Support 
 

(NB. This record should be stored on an employee’s personnel record)  
 

SLT Line Manager  

Line Manager:   

Employee:  

Colleague or Professional Association Rep:  

Date of Meeting:  
 Brief description of concern(s):   
  
  
 

 We discussed:   

  
 

 We agreed the following action plan:     
(Please see over for detailed plan.)  
  
 
 
 
  
  We will meet again to review on:  
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Agreed Action Plan 
  

 

What:  Who: (to include 
support)  

When by:  Agreed outcomes:  

 
 
 
 
 
 
 

   
 
 
 
 


