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Formal Capability Process
Stage 1

Consult with HR and invite employee 
to Formal Meeting (Stage 1) in writing 

[link to template letter]

Formal Meeting (Stage 1)

Outcome confirmed in writing 
and any ongoing support 

identified.

Employee issued First 
Improvement Notice and 

Performance Improvement 
Plan with associated support. 
Employee informed of right of 

appeal

Has employee’s performance 
met expected standards?

Yes No

Review period to allow employee to 
demonstrate performance 

improvement

Has employee’s performance 
met expected standards?

Extend review period or other 
options considered. 

Employee informed in writing 

Yes No

Yes

Are there grounds
 to progress to the 

formal stage 2 (taking in to 
consideration mitigating 

circumstances)?

No

Consult with HR and 
invite to Formal 

Meeting (Stage 2) 
[Add link}

' Mitigating circumstances are factors which affect an employee’s ability to meet the expected standards set

Outcome confirmed in writing 
and any ongoing support 

identified.

Appeal 
process 
where 

applicable
[Add links]


