
Appendix 2:  Formal Capability Process Flowchart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.0 Meeting held.   

Gather information and 

establish reasons for 

underperformance 

Manager satisfied with 

explanations.  Process 

ended. 

Manager still has 

concerns.   

Formal warning given. 

Targets agreed and 

second meeting 

arranged. 

 

Second stage 

Letter sent to invite 

employee to a meeting. 

Capability review takes place and the 

manager raises their concerns with 

the employee. 

 

2.0 Meeting held.   

Action points reviewed. 

Manager still has concerns / 

evidence shows performance 

against agreed targets not 

achieved. Second formal warning 

given. Targets agreed and third 

meeting arranged. 

 

Third stage 

 

3.0 Third meeting held. 

Action points reviewed. 

Insufficient 

improvements made.   

Manager puts 

together report.    

 

Consideration of 

dismissal.  

Manager satisfied with 

performance against 

agreed targets.   

Process ended 

 

Manager satisfied with 

improvements made.  

Process ended.  Letter sent.   

 


