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Related documentation:

Capability Procedure
Managing Sickness Policy and Procedure

Conduct and Disciplinary  

If you have any queries regarding the content of this policy and procedure, please contact HR on HR@walthamforest.gov.uk the HR team will be able to give advice and practical guidance on this process as required  

1.0
INTRODUCTION

London Borough of Waltham Forest is committed to providing quality services to the boroughs community. In order to do so, Council employees need to be encouraged, motivated and trained to develop their potential and use their talents for the benefit of our customers. However, problems will arise where an individual lacks the capability to perform their job in a satisfactory manner. When we talk of an individual lacking the capability to perform their job, then, for the purpose of this policy we mean that they lack either, the skills, knowledge or aptitude for the job they are employed to perform.
The effects of capability problems can be far reaching and will normally have an adverse impact on:

The quality of the services we provide

Customer satisfaction

The employee themselves

The employee's colleagues

It is therefore vitally important that problems of capability are dealt with as soon as the problem becomes evident. The Council’s policy and procedure has been developed to allow Managers to promptly address problems of capability in a fair, consistent and structured way.

Lack of capability due to ill-health will be dealt with under the Council's Procedures for {https://foresthub.walthamforest.gov.uk/services/hr/health-and-wellbeing/sickness-procedure} and where an employee is being negligent rather than not capable; the problem will be addressed through the Council's Conduct and Disciplinary Procedure. 
However, employees may present problems that span more than one area; if Managers have any concerns in these circumstances, Managers must seek advice from Human Resources on the most appropriate way to deal with such problems.
2.0
AIMS OF THE POLICY
The aims of the Capability Policy are:

a) 
To provide a framework through which problems of poor performance can be quickly dealt with in a structured, consistent way which protects the interests of all concerned as far as possible

b) 
To give employees the support and opportunity to help them attain the required

standard of performance or where this is not possible, to try and redeploy them into

a position which suits their skills, knowledge and aptitude 

c) 
to offer best value in public service and to show the Council’s commitment to continuous improvement in the quality of its work

The Council will achieve this by
· promoting the well-being and morale of staff by setting and applying standards of work openly, fairly and consistently

· providing for effective, fair and lawful action if an employee's inability to achieve the required standard of work impacts on work objectives
3.0 
KEY POINTS OF THE POLICY
The key elements of the policy and procedure are as follows:
· to discuss and explain the standards required

· to review performance management targets 

· to review the employee’s performance

· to give reasonable evidence on why employees are falling below the required standards within the principles of natural justice

· to discuss any problems the employee is having

· to offer reasonable training, support and guidance

· set reasonable time scales for the employee to achieve and maintain the standard of work

· advise the employee of the action that is to be taken if they do not meet and maintain standards

· enabling managers to remedy problems of poor work performance effectively and in good time

· in cases where consideration is being given to bringing formal action against a union representative: Managers must consult the Head of Human Resources at the earliest practical time, so that they can discuss the case with a senior or full-time official from the union 
4.0
ROLES AND RESPONSIBILITIES

To ensure that this policy is implemented appropriately, the following roles and responsibilities have been defined:  

4.1
Manager’s Role 
Managers will:

· set and maintain clear standards of performance at work through the performance management and development scheme and continue monitoring the work performance of their staff

· apply realistic work standards consistently, fairly and reasonably distinguishing between cases of capability and misconduct, dealing with each in a proper way using the appropriate Council Procedures

· bring to the attention of their staff, arrangements for dealing with capability

· identify any failure to perform which is deliberate or wilful and address under the Council’s Disciplinary Procedures
· advise employee as soon as reasonably possible, if their work is falling below the required standard and address the issue informally, providing reasonable evidence

· if informal measures to improve an employees’ performance fail, then the manager will advise the employee that action will be taken under the Council’s Formal Capability Procedure 

· deal effectively with incapacity for work and poor work performance using the Council's procedures in compliance with legal requirements, good practice and delegated authority

· take account of the legal requirement to make reasonable adjustments to working arrangements where performance is affected by a disability or other health issues

· to seek advice from Human Resources or inform them of the actions that have been taken once capability/performance issues have reached the formal stages

4.2
Human Resources {HR} and / or Learning and Development’s role

The Human Resources or Learning and Development representative will:

· monitor the Council’s Performance and Management Development Scheme {PMD} {appraisals} outcomes and trends

· assist managers on the Capability Procedure, as appropriate

· provide advice to managers on individual cases

· attend Final formal stage management meetings, as required, to discuss capability issues

· provide training and/or coaching to managers as required, on an individual or group basis

4.3
Senior Management Role 

The senior management representative will:

· actively monitor progress through statistical data analysis

· use this information to compare progress both between service areas in the directorate against corporate implications

· ensure that all services are actively participating in the Council’s Performance and Management Development Scheme {PMD} 
· demonstrate accountability through personal monitoring of cases and ensuring their managers are held accountable for actively managing performance in their areas

· delegate authority to effectively address any issues of capability to named managers, and identify those with the authority to dismiss, demote in grade, redeploy or compulsorily transfer 

4.4
Employees Obligations 

Employees will:
· take personal responsibility for their performance and development, by identifying and participates in the assessment of potential training requirements 

· take personal responsibility for their competencies and behaviours at work   

· participate fully in the Council’s Performance and Management Development Scheme {PMD}
· bring to managers attention any issues that maybe affecting their performance 
· co-operate with their manager and participate fully in any capability process
· listen to constructive feedback provided
· focus improving performance in line with the agreed targets and timescales as set out in the Action plan for improving performance template 
· advise their manager of any external factors, which may be affecting their performance: If relevant, these will be taken into account, when considering the case
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