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1. Background 
The Capability Management Policy is about the management of employee performance.   It describes the steps to 
be taken to deal with each work performance capability situation reasonably and with the aim of helping the 
employee to improve their standards of work performance to reach acceptable standards.  
 
2. Definitions 
Work performance capability issues refer to an employee’s skills, aptitude, ability  and knowledge in relation to the 
job that they are employed to do.  Lack of capability will normally lead to unsatisfactory performance and it is 
therefore important to ensure that any capability issue is identified and rectified quickly. 
 
3. Procedure 
If an employee fails to meet the required standards of performance they may be subject to performance 
management procedures. There are three parts to the performance management procedure – informal stage and 
two formal stages. 
• Informal Stage 1 - where capability issues are identified and the performance of an employee is deemed to 

be inadequate, the manager should meet with the employee informally and set out what the required standard 
of performance is and where and how the performance falls short of the required standard.   

• Formal Stage 2 – used following failure to improve during the informal stages of the Performance 
Management procedure; outcome could result in written warning; 

• Hearing Stage 3 – used where no improvement has been made or sustained; outcome could result in 
dismissal from the CCG. 
 

4. Consequences 
Breaches of the Performance Management Policy could lead to: 
• Poor service provision; 
• Unrest among other members of the team; 
• Unnecessary financial burden on the CCG;  
• The damaging of CCG’s reputation; 
• Bringing CCG into disrepute; 
 
5. Further information 
 
The Capability Policy can be found on the intranet or contact the HR department for further advice. 
 
 


