PERFORMANCE IMPROVEMENT PROCESS - FLOW CHART

















Staff members APA shows failure to achieve objectives or LMB’s�


�





Staff member’s performance fails to improve to an acceptable level following supervision/one to one discussions �


�





Manager invites staff member to informal meeting to discuss concerns and give opportunity to respond (Stage 1). Manager follows Performance Improvement Process policy. � HYPERLINK "http://b-hive.barnardos.org.uk/Interact/Pages/Content/Document.aspx?id=2046" ��Probation and Transition Periods policy� to be used for staff members in their probation period








Following discussion manager confirms one of the following outcomes





Manager arranges any support agreed in revised PIP and holds regular/increased supervision/one to one meetings (at least monthly during warning period). Manager provides feedback, indicating extent to which staff member is on track to deliver agreed improvement





Matter to be referred for consideration under another � HYPERLINK "http://b-hive.barnardos.org.uk/Interact/Pages/Section/Default.aspx?Section=1942" ��policy�





Successful completion of PIP and return to normal supervision/one to ones








PIP to be revised. 


Staff member issued with first stage warning (6 months) advising of consequences of continued lack of improvement 


Staff member has right of appeal





At the end of PIP period manager invites staff member to meeting to review progress (Stage 2). 


Following review meeting manager confirms one of the following outcomes in writing








Manager arranges support as agreed in PIP and holds regular/increased supervision/one to one meetings (at least monthly during PIP period). Manager provides feedback, indicating extent to which staff member is on track to deliver agreed improvement





Manager and employee agree achievable plan, including timescales and targets. Staff member is responsible for achieving PIP goals�








Refer the matter for consideration under another � HYPERLINK "http://b-hive.barnardos.org.uk/Interact/Pages/Section/Default.aspx?Section=1942" ��policy�





Develop performance improvement plan (PIP)





No action taken, continue to monitor/review in 1:1’s





If performance continues to fall below the required standard, manager instigates the Managing Unsatisfactory Performance Procedure, seeking advice and support from HR/People, as necessary


�





Continue to hold regular one to one meetings/supervision and at month three of the probationary period, conduct a formal review meeting�








Matter to be referred for consideration under another � HYPERLINK "http://b-hive.barnardos.org.uk/Interact/Pages/Section/Default.aspx?Section=1942" ��policy�








Performance has improved and reached required standard. Successful completion of revised PIP, warning removed and return to normal supervision/one to ones








Performance has not improved to required standard, PIP to be further revised. Staff member issued with final stage warning (12 months), advising that immediate and sustained improvement required as continued lack of improvement could result in dismissal. Staff member has right of appeal








At the end of review period manager invites staff member to meeting to review progress (Stage 3). 


Following review meeting manager confirms one of the following outcomes in writing








Manager arranges any support agreed in revised PIP and holds regular/increased supervision/one to one meetings (at least monthly during review period). Manager provides feedback, indicating extent to which staff member is on track to deliver agreed improvement





At the end of review period manager confirms one of the following outcomes to staff member in writing








Performance has not improved and continues to fall below the required standard. Staff member given 5 days notice of PIP dismissal hearing (Stage 4). Manager to seek advice and support from Local People Team as necessary


�








Performance has improved and reached the required standard. Successful completion of revised PIP, warning removed and return to normal supervision/one to ones











Matter to be referred for consideration under another � HYPERLINK "http://b-hive.barnardos.org.uk/Interact/Pages/Section/Default.aspx?Section=1942" ��policy�








Senior manager conducts dismissal hearing. Employee given opportunity to respond to concerns about his/her performance and put forward any explanation for the matters identified by the manager. 





Following the dismissal hearing, senior manager confirms one of the following outcomes in writing








Amend PIP for final period; again advising that immediate and sustained improvement required as continued lack of improvement could/will result in dismissal








Dismissal, with notice, in cases where performance has not improved to required standard and staff member cannot remain in current role but no alternative role available. Staff member has right of appeal








Redeployment, as alternative to dismissal, (where an alternative post exists) in cases where performance has not improved to required standard and staff member cannot remain in current role but hearing manager believes their current skills/abilities can be successfully utilised elsewhere. Further 12 month warning issued advising staff member that failure to improve and sustain performance will result in dismissal


�











