
Appendix A 
 

CAPABILITY PROCEDURE AT A GLANCE 
 
 
 

 
INFORMAL / INITIAL SUPPORT  
LINE MANAGER / SUPERVISOR 

IMPROVEMENT? 

YES 
Advise employee 

 Continue to monitor 
 Support as necessary 

NO 
1)  Meet employee.  Issue 

First written warning/ 
improvement note which may 
include:- 

 Support agreed eg training 
 Reasonable adjustments 
 Suitable alternative 

employment (SAE) 

YES
S 

IMPROVEMENT? 
IMPROVEMENT? 
IMPROVEMENT?

ENT? NO 

2)  Meet employee.  Issue 
final written warning/ 
improvement note 

IMPROVEMENT? 
IMPROVEMENT? 
IMPROVEMENT?

ENT? NO 

3) Dept. Director and Asst. Chief  
Executive (PMP) or nominated reps 
review case, meet employee and 
decide outcome which may include 
dismissal, demotion, or other 

YES 

Notes: 
(a) Employee has right of 

appeal to Head of Service 
or nominated reps at Steps 
1 and 2 

(b) Employee has right of 
appeal to Staff Appeals 
Panel at Step 3 


