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1 Introduction 
 
1.1 The Trust recognises that the success of our services is dependent upon 

the effectiveness of our employees.  Our aim through this Policy is to help 
and encourage all employees to achieve and maintain effective work 
standards and resolve situations which relate specifically to the reduced 
standard of an employee’s performance in respect of work that they are 
employed to do. 

 
1.2 All Trust employees must be clear about the standard of work 

expected during the course of their employment.  A Job Description, 
Person Specification, and continuous supervisory feedback should 
provide the basis on which the individual works towards what is required 
of them.  However, in some cases, an employee may not be able to carry 
out the responsibilities / duties of the job to an adequate standard. 

 

 
2 Purpose 

 
2.1 The purpose of this Policy is to: 

 

 Assist and encourage all employees to achieve and maintain 
effective standards of job performance 

 

 Provide Managers with a framework and guidance to improve 
the performance of employees 

 

 Ensure consistent and fair treatment for all employees who 
experience difficulties in performing  satisfactorily  the  duties  
required of the post or attaining the standard required through 
examination or other formal assessment to satisfactorily and 
lawfully undertake the job 

 

 The Staff Appraisal Policy (Non-Medical) is to be used for 
ongoing development and progression, this Policy is to be 
used to address instances of poor performance 

 

 
3 Scope 

 
3.1 The Policy applies to all non-medical staff employed by C u m b r i a ,  

Northumberland, Tyne and Wear NHS Foundation Trust (The Trust/ 
CNTW). 

 
3.2 This Policy should not be used where unsatisfactory performance is 

deemed to be as a result of the following: 

 

 Misconduct – The Trust Disciplinary Policy CNTW (HR) 04 
should be followed 
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 Ill Health – The Trust Managing Sickness Absence Policy 
CNTW (HR) 10 should be followed 

 

 Bullying and Harassment – The Trust Dignity and Respect at 
Work Policy CNTW (HR) 08 should be followed 

 

 Substance Misuse or Alcohol / Drug Related Problems – The 
Trust Managing Alcohol and Other Substance Misuse Policy 
CNTW (HR) 21 should be followed 

 
3.3 Any staff under probation that have performance issues will be dealt with 

under the Trust’s Probationary Guidelines. 
 
 
4 Roles and Responsibilities 

 

 The Corporate Decision Team are accountable to the Trust 
Board for ensuring the Trust-wide compliance with the Policy 

 

 The Workforce and Organisational Development Directorate is 
responsible for the provision of training to support the 
application of this Policy.  It is also responsible for the 
monitoring and reporting of compliance with relevant 
Committees 

 

 Locality Care Groups, Associate Directors and Heads of 
Department are responsible for the application and compliance 
of staff within their services with the Policy 

 

 Managers will ensure that new appointees are given a full 
induction and that their performance is discussed regularly 
through robust supervision 

 

 Managers are responsible for ensuring the job content is 
appropriate to the grade, and the volume of work for staff 
should be reasonable.  Consideration should always be given 
to reasonable adjustments in the case of staff with a disability 
and in conjunction with Occupational Health where 
appropriate 

 

 Employees are responsible for complying with this Policy and 
attending all meetings arranged in relation to any performance 
issues and for making every effort to improve in the identified 
areas where job requirement standards are not being met 

 
5 Representation 
 
5.1 All employees who are the subject to action under this policy will be given 

the opportunity to be accompanied at all formal stages of the procedure 
by a Trade Union representative, a work colleague or a companion not 
acting in a legal capacity.  
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6 Policy Principles 

 
6.1 Link to Appraisal Policy 

 
6.1.1 The Staff Appraisal Policy (Non-Medical) CNTW (HR) 09 must be used in 

conjunction with this Policy. 
 
6.1.2 The annual formal review will provide an opportunity to review and record 

past performance and progress and is therefore an important piece of 
documentation.  However, an employee should not be made aware of any 
performance issues for the first time at the formal review as these should be 
addressed with the employee as soon as the performance issue is noted. 

 
6.2 Pay Progression 

 
6.2.1 If an employee is subject to a live Development Plan under the remit of this 

Policy, their increment may be withheld in line with the Staff Appraisal Policy 
(Non-Medical) – CNTW (HR) 09. 

 
6.3 Unsatisfactory Work Performance 

 
6.3.1 Unsatisfactory work performance may be due to the following: 

 

 Lack of aptitude, skill, ability or experience 
 

 Lack of appropriate training or supervision 
 

 Re-organisation or redefinition of role 
 

 Poor overall organisation of work 
 

 Changes in the nature and allocation of work 
 

 Changes in workload and/or resources 
 

 Absence of facilities crucial to the employee’s performance 
 

 Personal/domestic problems 
 

 Health problems 
 

 Bullying/harassment at work 
 

6.3.2 This list is neither exclusive nor exhaustive, but is provided as a guide for 
Managers. 
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6.4 Addressing Unsatisfactory Performance 

 
6.4.1 Continuous monitoring and assessment of an employee’s performance 

against the requirements of each post must be undertaken by the Line 
Manager as part of the appraisal process.  Where work performance 
problems arise they can generally be dealt with through informal discussions 
and counselling. 

 
6.4.2 Every effort should be made by both the Manager and employee to resolve 

issues of poor work performance at an early, informal stage and through the 
process of performance appraisal.  At informal stages the right to 
representation does not apply.  However, where sustained improvement in 
performance does not occur, the formal stages of this procedure will be 
invoked. 

 
6.4.3 Prior to initiating formal performance management action against 

preceptorship Nurses the Manager should discuss their concerns with the 
Preceptorship Nurse Lead in the Trust. 

 
6.4.4 In the event of serious performance concerns the Performance Management 

Procedure may be entered at any stage up to and including the final stage.  
Please refer to Section 7.7 of this Policy. 

 

7 Procedure 

 

7.1 Initial Performance Management Meeting 
 
7.1.1 Managers should always be monitoring the performance of all their 

members of staff. 
 
7.1.2 Where the performance of an employee is deemed to be inadequate, the 

Manager should meet with the employee informally for a one-to-one 
discussion. The Manager should set out in a clear and understandable way 
where and how the performance falls short of the required standard and 
discuss what support is needed to help the employee achieve the required 
standards.  The employee does not have the right to representation at this 
informal stage. 

 
7.1.3 The meeting should be a positive and constructive conversation with the 

opportunity for the employee to raise any factors for the Line Manager to 
consider which may be contributing to poor performance, including work and 
personal circumstances and for them to express their suggestions for future 
support and training. 

 
7.1.4 This may also help the Manager in assessing whether advice is required 

from Occupational Health or whether the employee should be reminded 
about the availability of the Trusts Employee Assistance Programme. 

 
7.1.5 The Manager should ascertain from the employee’s comments whether they 

accept that there is a problem and assess the importance of any mitigating 
circumstances. 
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7.1.6 Having assessed the situation, the Manager should discuss and seek the 

agreement of the employee to an action plan to achieve the improvements 
in performance that are expected.  This would consist of: 

 

 A clear statement of the standards to be achieved 
(Performance Management FAQS – see Appendix 1) 

 

 A realistic timescale for those improvements (usually between 
4 and 8 weeks taking into consideration time to attend specific 
training) and any periods of leave 

 

 Details of any support or training required 
 

 Provision for regular Review Meetings during the monitoring 
period 

 

 Any necessary adjustment to supervision levels  or workload 
 

 Details of how performance will be measured 
 

7.1.7 The Manager should indicate to the employee that a failure to meet the 
required standards within the informal period set may mean that formal 
action will need to be taken.  The review period set under the initial informal 
stage may be extended if a required supportive intervention is not available 
during this time, or it can be reduced if there have been no improvements 
by the 4 week point or performance has deteriorated. 

 

7.1.8 The Action Plan should be confirmed in writing to the individual as soon as 
possible following the meeting. 

 

7.1.9 Regular monitoring and assessment should take place over the determined 
monitoring period and a Review Meeting held at the end to determine 
whether the required standards of work performance have been met within 
the timescales agreed. 

 
7.2 Outcome of Initial Performance Management Meeting 
 
7.2.1 If the employee adequately meets the required standards within the 

informal period set, the Manager should meet with the employee to 
confirm that this is the case and confirm the meeting in writing.  No further 
action will be taken, although the employee’s performance will continue to 
be monitored in the usual way. 

 
7.2.2 If the employee has not met their set objectives they must be informed 

that they will progress to the First Formal Stage of the Policy. 
 
7.2.3 The records of the initial Performance Managing Meeting should normally 

be retained on an employee’s file for 12 months once their performance 
has been confirmed as having returned to the required standard. 
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7.3 Formal Performance Management Process 
 
7.3.1 Formal Stage 1 Performance Meeting 
 
7.3.1.1 Where an employee is failing to perform to an acceptable standard 

against the Performance Action Plan after having been given initial 
performance counselling and support, a meeting will be arranged with the 
employee by their Line Manager. 

 
7.3.1.2 The written invitation to the meeting must include: 
 

 That they have reached the first formal stage of the Trust 
Management of Staff Performance Policy CNTW (HR) 13  

 

 Clear details of the shortfall in performance 
 

 Reference to all necessary supporting documentation 
 

 Details of any informal discussion to this point the right of to 
be accompanied by a recognised trade union representative, 
a work colleague or a companion not acting in a legal 
capacity. 

 
7.3.1.3 It is the employee’s responsibility to arrange appropriate representation. If 

the meeting is significantly delayed or cancelled due to unavailability of any 
party, it should be rescheduled within one week if possible.  Persistent delay 
by an employee or their representative to rearrange the meeting will result 
in the meeting proceeding in their absence.  Disciplinary action may also be 
taken for failure to engage in the process without satisfactory explanation. 

 
7.3.1.4 The approach at this meeting will be supportive and the following should 

be discussed: 
 

 A full and thorough review will take place of the continuing 
poor work performance and all outstanding areas of concern 

 

 Required performance improvement, and how this will be 
measured 

 

 Action P lan for addressing the performance issues, SMART 
objectives, with an agreed timescale for improvement 

 

 Review date 
 

 Regular Review Meetings 
 

 The potential consequences of failing to meet the agreed 
performance level must also be clearly explained to the 
employee 
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7.3.1.5 The employee must be given an opportunity to state their case and to 
explain the reasons for their continued failure to reach the required 
performance level, including work and personal circumstances.  This may 
also help the Manager in assessing whether advice is required from 
Occupational Health or other counselling or whether the employee should 
be reminded about the availability of the Trusts Employee Assistance 
Programme.  The employee may also like to discuss any training needs in 
addition to any training you have identified.  Where work related 
circumstances outside of the individual’s control have caused or 
contributed to the unsatisfactory work performance this should be taken 
into account. 

 
7.3.1.6 The Manager should update the original Action Plan and amend it if 

necessary.  A new timescale for the achievement of the required 
standards should be set, which allows sufficient time to meet the standard, 
but it should not be unduly prolonged.  This would usually be between 4 - 
8 weeks, depending upon the circumstances. 

 
7.3.1.7 The Meeting Notes and Action Plan should be confirmed in a formal stage 

one letter to the employee within 5 working days of the meeting and the 
employee should be advised of the potential consequences i.e.: 

 

 Successful completion of the objectives and no further 
performance concerns, will result in no further action being 
taken under the Policy 

 

 Further monitoring at Stage 1 
 

 That a failure to meet and maintain the required standards 
within the agreed timescale may mean that they progress to 
formal Stage 2 of the Policy 

 
7.3.1.8 Following the meeting, it is important that the Manager keeps the 

employee up to date during the monitoring period with his or her progress 
in line with the programme of regular Review Meetings in the Action Plan. 

 
7.3.2 Formal Stage 1 Review Meeting 
 
7.3.2.1 At the end of the formal monitoring period a meeting must be held with the 

employee to review their performance and determine an outcome. The 
individual has the right to be accompanied at this meeting and the potential 
consequences should again be set out in the invite letter. 

 
7.3.2.2 The approach at this meeting will be supportive and progress against each 

of the objectives in the Action Plan should be explored and discussed.  The 
Manager must take into consideration any mitigating factors and assess 
whether the support offered has been adequate. 

 
7.3.2.3 The potential consequences of this meeting are: 
 

 Objectives Met 
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o If the employee adequately meets the required 
standards within the period set, the Manager should 
meet with the employee at the end of the monitoring 
period to confirm that this is the case.  They should 
confirm in writing that provided the standards continue 
to be met within the next year following the meeting 
that no further action will be taken and the employee’s 
performance will continue to be monitored in the usual 
way.  If, however, there is a reduction in the agreed 
standards during the next year, the Manager will 
recommence the managing poor performance process 
at Formal Stage 2.  A letter should be sent out to 
confirm. 

 
 Further Monitoring at Stage 1 

 
o If significant improvements have been made during 

the monitoring period, with only minor progress still 
required, or if adequate support has not been 
implemented during the monitoring period, including 
the provision of regular Review Meetings, then the 
monitoring period may be extended at Stage 1.  A 
letter should be sent out to confirm. 

 

 Objectives not met – Progression to Stage 2 
 

o If the individual has not met their objectives despite 
adequate support having been offered and mitigation 
considered then they will receive a formal 
Performance Stage 1 Letter and progress to Stage 2 
of the Policy and begin another monitoring period.  
This should allow sufficient time to meet the standard, 
but it should not be unduly prolonged.  This would 
usually be between 4 and 8 weeks, depending upon the 
circumstances, beginning from the date of this Stage 1 
meeting. 

 
7.3.2.4 The Manager should review the original Action Plan and amend it if 

necessary.  
 
 
7.3.3 Progression to Formal Stage 2 
 
7.3.3.1 The Stage 1 Meeting Notes, SMART objectives and Action Plan should be 

confirmed in an outcome letter to the employee within 5 working days of 
the Stage 1 Outcome Meting and the employee should be advised of 
the potential consequences of being monitoring under Stage 2 of the 
Policy i.e.: 

 

 Successful completion of the objectives and no further 
performance concerns, resulting in no further action being 
taken under the Policy 
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 Further monitoring at Stage 2 
 

 That a failure to meet and maintain the required standards 
within the agreed timescale may mean that they progress to 
formal Stage 3 of the Policy 

 
7.3.3.2 Following the meeting, it is important that the Manager keeps the 

employee up-to-date during the Stage 2 monitoring period with their 
progress in line with the programme of regular Review Meetings in the 
Action Plan. 

 
7.3.3.3 Continued support should be offered during this time and Occupational 

Health advice sought if required. 
 

7.3.4 Formal Stage 2 Review Meeting 
 
 
7.3.4.1 At the end of the formal monitoring period a meeting must be held with the 

employee to review their performance and determine an outcome.  The 
individual has the right to be accompanied at this meeting and the potential 
consequences should again be set out in the invite letter, particularly that 
one option is progression to the final stage of the Policy. 
 

7.3.4.2 The approach at this meeting will be supportive and progress against each 
of the objectives in the Action Plan should be explored and discussed.  The 
Manager must take into consideration any mitigating factors and assess 
whether the support offered has been adequate. 

 
7.3.4.3 It is the employee’s responsibility to arrange appropriate representation.  If 

the meeting is cancelled due to unavailability of any party, it should be 
rescheduled within 1 week if possible.  Persistent delay by an employee or 
their representative to rearrange the meeting will result in the meeting 
proceeding in their absence.  Disciplinary action may also be taken for 
repeated failure to engage in the process without satisfactory justification. 

 
7.3.4.4 The employee must be given an opportunity to state their case and the 

opportunity to explain the reasons for any continued failure to reach the 
required performance level, including work and personal circumstances. 

 
7.3.4.5 Potential consequences of this meeting are: 
 

 Objectives Met 
 

o If the employee adequately meets the required 
standards they should be told that provided the 
standards continue to be met within the next year 
following the meeting; that no further action will be 
taken and the employee’s performance will continue 
to be monitored in the usual way.  If, however, there is 
a reduction in the agreed standards during the next 
year, the Manager will recommence the Policy at 
Formal Stage 3.  A letter should be sent out to confirm. 
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 Further monitoring at Stage 2 

 
o If significant improvements have been made during 

the monitoring period, with only minor progress still 
required, or if adequate support has not been 
implemented during the monitoring period, including 
the provision of regular Review Meetings, then the 
monitoring period may be extended at Stage 2.  A 
letter should be sent out to confirm. 

 

 Objectives not met – progression to Stage 3 
 

o If the individual has not met their objectives despite 
adequate support having been offered and mitigation 
considered then the individual will receive a 
Performance Stage 2 Letter and will progress to 
Stage 3 of the - Policy and begin another 
monitoring period of between 4 - 8 weeks.  This 
should allow sufficient time to meet the standard, but it 
should not be unduly prolonged.  This would usually be 
between 4 and 8 weeks, depending upon the 
circumstances, beginning from the date of this Stage 2 
Review Meeting. 

 
7.3.4.6 Following the meeting, it is important that the Manager keeps the 

employee up-to-date during the Stage 3 monitoring period with their 
progress in line with the programme of regular Review Meetings in the 
Action Plan.  The Action Plan should be reviewed if required. 

 
7.3.4.7 The Manager should review the original Action Plan and amend / update 

where necessary.  A letter will be sent out to confirm this. 
 
7.3.5 Stage 3 Meeting – Potential Dismissal 
 
 
7.3.5.1 Following the Stage 2 monitoring period the employee will be invited in 

writing, by the Stage 3 Hearing Manager to attend a Formal Hearing.  The 
letter should confirm the purpose of the Hearing and inform the employee 
that they may be dismissed at the meeting due to poor performance / 
capability.  The employee must be given the opportunity to be accompanied 
at all formal stages of the procedure by a Trade Union representative a work 
colleague or a companion not acting in a legal capacity. 

 
7.3.5.2 The Chair of the Stage 3 Hearing must be a Manager with the appropriate 

level of authority to hear the case. The meeting will be supported by a 
member of the HR Advisory Team.  The employee’s Line Manager will also 
attend the meeting. 

 
7.3.5.3 The employee will be given at least 5 working days’ notice of the meeting.  

The written confirmation of the meeting must include: 
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 That this is the final stage of the Management of Staff 
Performance Policy CNTW (HR) 13 

 

 Clear details of the shortfall in performance 
 

 All necessary supporting documentation 
 

 Details of the Performance letters issued and notes of the 
meetings held to this point 

 

 The right of representation by a Trade Union official a work 
colleague or a companion not acting in a legal capacity. 

 

 That a potential outcome of Stage 3 is dismissal due to poor 
performance/capability 

 
7.3.5.4 It is the employee’s responsibility to arrange appropriate representation. If 

the meeting is significantly delayed or cancelled due to unavailability of any 
party, it should be rescheduled within 5 working days where possible.  
Persistent delay by an employee or their representative to rearrange the 
meeting will result in the meeting proceeding in their absence.  Disciplinary 
action may also be taken for failure to engage in the process without 
reasonable justification. 

 
7.3.5.5 Documentation from the Stage 1 and 2 processes will be made available to 

the Stage 3 Chair, including the Action Plan, letters, Notes from Review 
Meetings etc., plus Notes from the Stage 3 monitoring period. 

 
7.3.5.6 At the meeting the employee’s Line Manager will feed back to the Chair of 

the Meeting and to the employee and their representative whether the 
employee has achieved an acceptable level of performance during the 
Stage 3 monitoring period, as set out in the agreed standards and objectives 
and what support has already been offered during the earlier stages of the 
process. 

 
7.3.5.7 The employee must be given the opportunity to state their case and to 

explain the reasons for their continued failure to reach the required 
performance level. 

 
 
7.3.6 Outcome of Stage 3 Meeting 
 
7.3.6.1 Having heard all of the evidence on the employee’s performance, the 

Chair of the Meeting with support and advice from the HR Advisory Team, 
will decide on whether the employee’s performance adequately meets the 
required standards. 

 
 

 Objectives Achieved 
 

o If the Chair concludes that the employee’s performance 
adequately meets the required standard, the Chair will 
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confirm to the Manager and the employee that this is 
the case. 

 
o The Chair should confirm in writing that provided the 

standards continue to be met for the next year that no 
further action will be taken and the employee’s 
performance will continue to be monitored by the 
employee’s Manager in the usual way.  If, however, 
there is a reduction in the agreed standards during the 
next year, the Manager will recommence the Managing 
Poor Performance Process at Stage 3. 

 
 
7.4 Further Monitoring 
 
7.4.1 If the Chair feels that the individual has not had a chance to display 

improvements (or otherwise) in a certain area during the monitoring period 
then further monitoring will be necessary.  Also if the individual is only 
considered to have met their objectives or only at the very end of their 
monitoring period then further monitoring may be considered necessary 
to assess that the improvements can be maintained consistently. 

 
7.4.2 A further Review Meeting will be set to see if improvements have been 

maintained. 
 

 Objectives Not Achieved 
 

o If the Chair concludes that the employee’s 
performance does not meet the required standard 
consideration should be given as to if alternative 
employment or demotion is appropriate before 
concluding that dismissal is the only alternative.  No 
new role will be created only appropriate vacancies 
will be considered.  This may also result in a transfer 
or demotion to an alternative role. 

 
o In the case of dismissal the employee would be 

entitled to receive notice pay in addition to any 
payment for outstanding annual leave.  Consideration 
should also be given to paying in lieu of notice. 

 
o If the staff member is dismissed they will have the right 

to appeal the decision. 
 
7.5 Further Instances of Poor Performance within 12 Months 

 
7.5.1 Any recurrence of poor performance during the 12 month period, may 

result in further formal action commencing at whichever stage of the 
procedure is deemed appropriate; normally at the next stage of the 
procedure than was previously invoked. 

 



CNTW(HR)13 

 

 
Cumbria, Northumberland, Tyne and Wear NHS Foundation Trust  
CNTW(HR)13 – Management of Staff Performance Policy – V02-Jan2020 

13 

7.5.2 Where appropriate a letter will be issued describing the likely 
consequence (dismissal) of a failure to improve performance by the 
assessment date. 

 
7.5.3 The written outcome will remain on the employees file for 12 months, 

after which time it will become inactive provided that the employee’s 
performance remains satisfactory during the period. 

 
7.6 Appeals Procedure 

 
7.6.1 An employee under the Trust’s Management of Staff Performance Policy 

CNTW (HR) 13 has the right to Appeal against a performance dismissal. 
The appeal should be made to and heard by the next appropriate 
higher level of management not previously involved. The Appeal 
Chair will be supported by a member of the HR Advisory Team.  

 
7.6.2 An Appeal must be lodged within 10 working days of the dismissal being 

issued confirming the sanction and the grounds for the appeal.  The details 
of the person to whom the Appeal should be lodged will be included in the 
dismissal letter. 

 
7.6.3 It is important that appeals should be heard within a reasonable timescale.  

It is the intention that all appeals will be heard as soon as possible from 
the date the appeal was lodged.  Normally this will be within four weeks.  
The employee will be given at least 5 working days’ notice of the Hearing. 

 
7.6.4 The employee has the right to be accompanied by a trade union 

representative, a work colleague or a companion not acting in a legal 
capacity.  

 
7.6.5 It is the employee’s responsibility to arrange appropriate representation.  If 

the Appeal Hearing is significantly delayed or cancelled due to 
unavailability of any party, the Appeal Hearing should be rescheduled 
within 1  week.  In cases where the delay is caused through ill health 
of the employee the advice of the Occupational Health Department will be 
sought. 

 

7.6.6 Statements of case may be requested from the Manager who made the 
decision at the Stage 3 Hearing, and the employee although the outcome 
letter may suffice. 

 
7.6.7 In all cases the individuals hearing the Appeal must not normally have 

been directly involved in the case previously. 
 
7.6.8 The running order of the Appeal Hearing will usually be: 
 

 Chair undertakes introductions 
 

 The Employee or their Representative present their case 
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 The Management Side and the Panel are able to question the 
Employee 

 

 The Employee or their Representative call any witnesses for 
questioning 

 

 The Management Side and the Panel are able to question the 
Employee witnesses 

 

 Management Side present their response 
 

 The Employee or their Representative and the Panel are able 
to question the Management Side 

 

 Management Side call any witnesses for questioning 
 

 The Employee or their Representative and the Panel are able 
to question the Management Side witnesses; 

 

 The Employee or their Representative sum up 
 

 Management Side sum up 
 

 Panel adjourns for consideration and to reach a decision 
 

 Consideration and Final Outcome given on the day or in 
writing 7 working days from the Appeal Hearing 

 
7.7 Action in Serious Cases 

 
7.7.1 Where an employee acts maliciously or with serious negligence, the Trust’s 

Disciplinary Policy – CNTW (HR) 04 will normally be invoked in these 
circumstances and action, including dismissal, may be necessary. 

 

7.7.2 In the event of the above situation arising, advice should be sought from 
the Workforce & OD Department. 

 
7.8 Support 

 
7.8.1 Employees involved in performance matters may access support and /or 

advice from the following sources: 

 

 Trade Unions 
 

 Professional Registration Bodies 
 

 Occupational Health Counselling Services, Mediation Service, 

Workforce & OD Department, The HR Advisory Team or their 

Line Manager 
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8 Development 
 

8.1 This Policy has been introduced to provide effective and timely management 
of performance matters.  It will support the management of cases in line with 
timescales outlined in the Trust's Workforce Strategy. 

 
9 Identification of Stakeholders 
 
9.1 This policy is an existing policy with minor updates that has been previously 

circulated for a 3 week consultation period, therefore no consultation 
required this version. 

 

 North Locality Care Group 

 North Cumbria Locality Care Group 

 Central Locality Care Group 

 South Locality Care Group 

 Corporate Decision Team 

 Business Delivery Group 

 Safer Care Group 

 Communications, Finance, IM&T 

 Commissioning and Quality Assurance 

 Workforce and Organisational Development 

 NTW Solutions 

 Local Negotiating Committee 

 Medical Directorate 

 Staff Side 

 Internal Audit 

 
10 Training 
 
10.1 Training on this Policy will be included in the HR Policy Training Programme. 
 
10.2 The Policy will be implemented in the organisation following the completion 

of the Management Skills Training Programme. 
 
 
11 Implementation 
 
11.1 Taking into consideration all the implications associated with this Policy, it is 

envisaged that it is achievable for the contents to be implemented across 
the Trust immediately. 

 
 
12 Equality Impact Assessment 
 
12.1 In conjunction with the Trust’s Equality and Diversity Lead this Policy has 

undergone an Equality and Diversity Impact Assessment which has taken 
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into account equality, diversity and human rights in relation to al protected 
characteristics as defined by the Equality Act 2010.  The Trust undertakes 
to improve the working experience of staff and to ensure everyone is treated 
in a fair and consistent manner. 

 
13 Monitoring and Compliance 
 
13.1 Changes to employment legislation will be monitored to ensure that this 

Policy complies accordingly. 
 
13.2 The Management Skills Training Programme for Managers will be used as 

a means of identifying any improvements that could be made to this Policy. 
 
14 Fair Blame 
 
14.1 The Trust is committed to developing an open learning culture.  It has 

endorsed the view that, wherever possible, disciplinary action will not be 
taken against members of staff who report near misses and adverse 
incidents, although there may be clearly defined occasions where 
disciplinary action will be taken. 

 
 
15 Fraud, Bribery and Corruption 
 
14.1 In accordance with the Trust’s Policy CNTW (O) 23 – Fraud, Bribery and 

Corruption Policy and Response Plan, all suspected cases of fraud and 
corruption should be reported immediately to the Trust’s Local Counter 
Fraud Specialist or to the Executive Director of Finance. 

 
16 Associated Documents 
 
16.1 This Policy should be read in conjunction with appropriate Trust Policies and 

Terms of Service including: 
 

 CNTW(HR)02 - Handling Concerns About Doctors 
 

 CNTW(HR)04 - Disciplinary Policy 
 

 CNTW(HR)10 – Managing Sickness Absence Policy 
 

 CNTW(O)51 - Standing Orders and Standing Financial 
Instructions Policy 

 

 Contracts of Employment 
 

 Agenda for Change Terms and Conditions 
 

 Medical and Dental Terms and Conditions 
 

 NHS Code of Conduct for Managers 
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Appendix A 
 

Equality Analysis Screening Toolkit 

Names of Individuals 
involved in Review 

Date of Initial 
Screening 

Review Date Service Area / Locality 

Christopher Rowlands January 2020 January 2023 Trust-wide 

Policy to be analysed Is this policy new or existing? 

CNTW(HR)13 – Performance Management 
Policy V02 

Existing 

What are the intended outcomes of this work? Include outline of objectives and function aims 

This Policy outlines the Trust’s Performance Management Process. 
 

Who will be affected? e.g. staff, service users, carers, wider public etc. 

All Non-Medical Staff 

Protected Characteristics under the Equality Act 2010. The following characteristics have 
protection under the Act and therefore require further analysis of the potential impact that the 
policy may have upon them 

Disability  No impact 

Sex  No impact 

Race  No impact 

Age  No impact 

Gender reassignment  

(including transgender) 

No impact 

Sexual orientation. No impact 

Religion or belief  No impact 

Marriage and Civil 
Partnership 

No impact 

Pregnancy and maternity No impact 

Carers No impact 

Other identified groups  No impact 
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How have you engaged stakeholders in gathering evidence or testing the evidence 
available?  

Through standard Consultation routes 

How have you engaged stakeholders in testing the policy or programme proposals?  

Through standard Policy Process Procedures 

For each engagement activity, please state who was involved, how and when they were 
engaged, and the key outputs: 

Appropriate Policy Review by Author / Team 

Summary of Analysis 

No impact 

Now consider and detail below how the proposals impact on elimination of 
discrimination, harassment and victimisation, advance the equality of opportunity and 
promote good relations between groups. Where there is evidence, address each 
protected characteristic 

Eliminate discrimination, harassment and 
victimisation  

Not applicable 

Advance equality of opportunity  
Not applicable 

Promote good relations between groups  
Not applicable 

What is the overall impact?  
Not applicable 
 

Addressing the impact on equalities  
Not applicable 
 

From the outcome of this Screening, have negative impacts been identified for any 
protected characteristics as defined by the Equality Act 2010?     NO 
 
 
If yes, has a Full Impact Assessment been recommended?  If not, why not? 
 
 
Manager’s signature:  Christopher Rowlands      Date:    January 2020 
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Appendix B 
 

Communication and Training Check List for Policies 
 

Key Questions for the accountable Committees designing, reviewing or agreeing a 
new Trust Policy 

Is this a new policy with new training 
requirements or a change to an existing policy? 

Existing Policy  
 

If it is a change to an existing policy are there 
changes to the existing model of training 
delivery?  If yes specify below. 

Yes  

Are the awareness/training needs required to 
deliver the changes by law, national or local 
standards or best practice? 

Please give specific evidence that identifies the 
training need, e.g. National Guidance, CQC, 
NHS Resolutions etc.  

Please identify the risks if training does not 
occur.  

 

Local Standards  

Please specify which staff groups need to 
undertake this awareness/training. Please be 
specific. It may well be the case that certain 
groups will require different levels e.g. staff 
group A requires awareness and staff group B 
requires training.  

Managers / Supervisors  and staff undertaking 
Appraisals  

Is there a staff group that should be prioritised 
for this training / awareness?  

Staff identified as Supervisors in ESR  

Please outline how the training will be delivered. 
Include who will deliver it and by what method.  
 
The following may be useful to consider: 
Team brief/e bulletin of summary 
Management cascade 
Newsletter/leaflets/payslip attachment 
Focus groups for those concerned 
Local Induction Training 
Awareness sessions for those affected by the 
new policy 
Local demonstrations of techniques/equipment 
with reference documentation 
Staff Handbook Summary for easy reference 
Taught Session; E Learning 

 
The training / awareness will be delivered in  
 
 
Management Skills Training 
 
Appraisal Training  

Please identify a link person who will liaise with 
the training department to arrange details for the 
Trust Training Prospectus, Administration needs 
etc.  

Policy Author 
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Appendix B - continued 
 

Training Needs Analysis 

 

Staff / Professional Group Type of 
Training 

Duration 
of 

Training 

Frequency of Training 

 

All non-medical staff need 
an awareness of the Policy 

 

 

Face to 
Face  

 

1 Hour as 
part of 
longer 
course 

 

Once Only  

 

 

 

Copy of completed form to be sent to: 

Training Academy, 
St. Nicholas Hospital 

 
Should any advice be required, please contact: 0191 245 6770 (internal 56770) 
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Appendix C 
 

Monitoring Tool  
Statement  
 
The Trust is working towards effective clinical governance and governance systems.  
To demonstrate effective care delivery and compliance, Policy Authors are required to 
include how monitoring of this Policy is linked to Auditable Standards / Key 
Performance Indicators will be undertaken using this framework. 
 

CNTW(HR)13 – Performance Management Policy - Monitoring Framework 

 

 

Auditable Standard / Key 
Performance Indicators 

 

 

 

Frequency / Method / 
Person Responsible 

Where Results and Any 
Associate Action Plan 
Will Be Reported To, 
Implemented and 
Monitored; (this will 
usually be via the 
relevant Governance 
Group) 

1 

 

Report identifying 
numbers / location of 
employees in receipt 
of sanctions under 
this Policy will be 
provided 

Capsticks HR Advisory 
Team will provide report, 
twice per annum 

Workforce Training 
and Development Q+P 
Sub Group 

 
The Author(s) of each Policy is required to complete this monitoring template and 
ensure that these results are taken to the appropriate Quality and Performance 
Governance Group in line with the frequency set out. 


