APPENDIX 2
MODEL CAPABILITY POLICY FOR EMPLOYEES IN SCHOOLS - ACTION PLAN
	CAPABILITY CONCERN
	CURRENT PERFORMANCE
	EXPECTATIONS
	HOW TO ACHIEVE
	MONITORING MANAGER AND PROCESS

	
	
	
	
	

	Define the specific issue(s) causing concern. Refer to clarity given in letter to employee following formal capability meeting

	Define the problem in greater detail - how does the problem present itself?
	Set out the performance expected, improvements to be made and timeline. 
	Indicate how you see the employee reaching your expectations.  Make arrangements for support clear and ensure that appropriate support is in place.
	Who will monitor progress and give feedback.  In most cases this is likely to be a member of the senior leadership team or line manager, but not the deciding manager for the next stage of the procedure. Clarify the monitoring process and where evidence of improvements will come from.


