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1. Capability Procedure

Background and principles

As we work to develop and apply our own parish guidelines and policies, we will not lose sight of our core values which set the highest standards of expected behaviour and integrity, including the principles of fairness and transparency, hope and respect, forgiveness and reconciliation. 

ACAS provides a clear code for employers working through all the stages of managing the Capability process.  PARISH NAME will comply with this Code in all formal capability situations.  
https://www.acas.org.uk/capability-procedures 

The Code seeks to ensure that as far as is possible, all issues are resolved in the workplace and within the PARISH NAME culture and context. Employees (and their representatives) should feel comfortable with this approach which should sit well with our distinctive context.  
Capability policies, procedures and standards are necessary to promote and ensure consistency in behaviour and attitude within an organisation.  To set the scene: 

Setting expected behaviours, standards and respect at work

· This procedure should be used as a means to encourage and sustain high standards.

· PARISH NAME culture and context places at its core, central principles of:

· Valuing all colleagues

· Effectively communicating with colleagues and `customers’

· Respecting difference and diversity

· Behaving professionally

· Ensuring fair and due process

· Knowing what to do when things go wrong and who to go to for advice, guidance or support

· Personal responsibility for appropriate behaviour

· Seeking positive ways forward - being prepared to say sorry, forgive and seek reconciliation:
·      Having a learning focus to ensure ongoing organisational learning 
2. Introduction

2.1. Whilst the Disciplinary Procedure is used for instances of misconduct e.g. failure or refusal to follow Company procedures, failure to fulfil job tasks, or other misbehaviour, the Company may use the Capability Procedure if you are unable to fulfil the requirements of your job role. Inability to fulfil the requirements of your job could be based on performance or related to ill health.
3. Performance/ Absence Improvement
3.1. Where performance or absence levels fall below required standards, a performance improvement plan or an absence management plan will be implemented, which will be designed to help bring your work/absenteeism up to the required standard (See appendix 2b – Absence Improvement Plan, and appendix 7 – Performance Improvement Plan)
3.2. During the course of the performance/absence improvement plan, actions that may be considered in an effort to remedy the problem could include: -

· Additional training in the areas of shortfall

· Coaching, counselling, extra supervision

· Removing those tasks which are a problem and replacing them with other suitable tasks
4. Performance and Absence Improvement Meetings
4.1. You and your Line Manager should meet at frequent intervals to check on progress and put in place further interventions if necessary. At each stage of the procedure, an appropriate length of time will be given to enable you to achieve the necessary standard. The time period will be agreed by your Line Manager, and you are expected to commit to the plan.
4.2. You have the right to be accompanied at any meeting within the process by an appropriate workplace colleague or trade union representative of your choice. 

5. Outcomes
5.1. Should the actions taken to remedy the problem not prove successful, the Company may exercise discretion to give consideration to other options such as: 

· A move to part-time hours

· Transfer to an alternative and suitable position

· Demotion

· Voluntary severance

5.2. If the standard required is not reached and the above alternatives are unsuitable or exhausted, then dismissal may follow.
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