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Legal Basis 

Legislation specific to the subject of this policy document 

Act (title and year) 

Employment Rights Act 1996 

Other legislation which you must check this document against (required by law) 

Act (title and year) 

Human Rights Act 1998 (in particular A.14 – Prohibition of discrimination) 

Equality Act 2010 

Health and Safety at Work etc. Act 1974 and associated Regulations 

General Data Protection Regulation (GDPR) and Data Protection Act 2018 

Freedom of Information Act 2000 

Other documentation which you must check this document against 

Document 

College of Policing – Code of Ethics 

Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour 

College of Policing – Authorised Professional Practice 

 

 

 

 

 

 

 

 

http://www.legislation.gov.uk/ukpga/1996/18/contents
http://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/I/chapter/12
http://www.legislation.gov.uk/ukpga/2010/15/contents
http://www.hse.gov.uk/legislation/
https://ico.org.uk/
http://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.app.college.police.uk/code-of-ethics/
https://intranet.norfolk.police.uk/sites/PSD/ACU/PublishingImages/Forms/DispForm.aspx?ID=14
https://www.app.college.police.uk/
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1. Introduction 

1.1 All staff are required to achieve and maintain satisfactory standards of 
work performance. Our policy aims to ensure that line managers and staff 
work together to attain good performance and that support is provided to 
maintain the required standards. 

1.2 This policy provides a framework for managing performance in a 
consistent, fair and supportive way where performance concerns arise. 

2. Statement of policy 

2.1 Norfolk and Suffolk Constabularies (together ‘the Constabularies’) are 
committed to ensuring this policy complies with relevant legislation and that 
consultation has been undertaken with all relevant staff groups. Unless we have 
expressly stated that a policy is contractual (police staff), all our policies and 
procedures are non-contractual. We can change them at any time following 
consultation with UNISON and/or Federation as applicable.  

2.2 All our policies promote equality, eliminate unlawful discrimination and actively 
promote good relations regardless of a person’s sex, age, race, disability, 
sexual orientation, gender reassignment, marriage or civil partnership, 
pregnancy and maternity, religion or belief, economic or marital status. 
Managers have a specific responsibility to ensure this policy is applied fairly, 
and all staff have a shared responsibility in ensuring the success of this policy. 

2.3 The Constabularies will review this policy periodically to ensure that it reflects 
appropriate standards, continues to meet our needs, and reflects any changes 
in legislation or police regulations.  

2.4 The Head of People has overall responsibility for the effective operation of this 
policy and for ensuring compliance with the relevant statutory framework. Day-
to-day responsibility for operating the policy and ensuring its maintenance and 
review has been delegated to the HR Manager (Policy and Reward). 

3. Applicability 

3.1 This policy applies to all police staff employees. 

4. Roles and Responsibilities 

4.1 Staff members are responsible for: 

- performing their work to the best of their ability in order to achieve and 
maintain satisfactory standards  

- highlighting any aspects of their own performance about which they  

are concerned to their line manager  

- participating in discussions with their line manager about their 
performance and actively engaging with support offered if this has fallen 
below standard 
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4.2 Line Managers are responsible for: 

- setting standards, discussing performance with each of their team 
members and providing regular feedback  

- monitoring individual team members’ performance and addressing 
any concerns in a timely way, providing appropriate support 

- ensuring this policy is applied fairly and consistently across their 
team/ department 

5. Informal Management Action - Principles 

5.1 Every individual’s performance will be reviewed by their line manager and 
feedback provided on an ongoing basis through regular 1-1 meetings and 
as part of the Professional Development Review (PDR) process. Line 
managers should provide guidance as part of day to day management to 
ensure their staff’s performance remains on course. 

5.2 If specific performance concerns arise with an individual it is the line 
manager’s responsibility to act to address these concerns with them as 
early as possible through informal management action. 

5.3 Informal management action is the informal stage of performance 
management, and will normally be appropriate for first or isolated 
occurrences of unsatisfactory work performance. This is usually given by a 
line manager and consists of advice, support and an action plan. 

5.4 Informal management action will always be undertaken prior to instigating 
formal action unless the matter is so serious that, following advice from 
HR, it is immediately accelerated to the formal capability procedure.  

5.5 If as a line manager you are unsure whether informal management action 
is appropriate you can contact your HR Advisor to discuss this. 

5.6 Line managers are expected to address performance concerns taking 
account of their knowledge of the individual concerned and the 
circumstances that give rise to the concerns. The following principles 
however will apply in all cases: 

 Timeliness: concerns must be addressed at the earliest opportunity. Line 
managers should not accumulate a list of concerns to be discussed at a 
later point 

 Clarity: line managers should clearly explain the ways in which the 
performance is falling short of the required standard, providing specific 
examples of both the required standard and the current unsatisfactory 
performance 

 Underlying causes: line managers should explore with the individual any 
possible underlying reasons for the performance concerns such as a 
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training need, workplace or personal circumstances, and seek to provide 
them with appropriate support where applicable 

 Health and welfare: line managers should also consider if the individual is 
experiencing any health problems that may be affecting their work, and 
may seek to engage the services of Workplace Health, Wellbeing and 
Safety Department.    

 Support: line managers should make it clear to individuals that they are 
available for support and further advice and guidance where needed 

 Information recording: line managers should retain a written record of 
any performance discussions including any action agreed. Although 
managers will retain a written record of informal performance discussions, 
these records will not be taken into account in any future capability 
hearings.  

6. Right to be Accompanied 

6.1 Whilst individuals do not have the formal right to be accompanied at the 
informal stage of performance management, individuals may request to be 
accompanied and no request will be unreasonably refused. The 
companion can be either a work colleague or UNISON representative. 
Details of the right to be accompanied during the formal performance 
management procedure is shown in the Capability (Performance and 
Attendance) Policy. 

7. Informal Management Action Meetings 

7.1 Where a line manager does have concerns about an individual’s 
performance they should arrange an ‘Informal Management Action 
Meeting’ with them to discuss and to agree a way forward, using the above 
principles.  

7.2 A record of the meeting discussion and actions to be taken should be 
recorded in the ‘performance support and management’ section of the 
individual’s PDR.   

7.3 A meeting record template and guidance is available at Appendix A. 

7.4 The line manager must monitor the individual’s progress against actions 
agreed with regular reviews and provide further support where this is 
needed. 

7.5 If the individual’s progress is insufficient and the concerns continue the line 
manager should arrange a further meeting. At this stage a written action 
plan should be provided to assist the individual in achieving the required 
standards.  

7.6 A Performance Action Plan template is available at Appendix B. 
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7.7 The period of time agreed in the action plan for the desired improvement 
must be sufficient to provide the individual with a reasonable opportunity to 
make the improvements. The Performance Action Plan should be retained 
with the individual’s PDR. 

7.8 Depending on the circumstances it may be appropriate to advise the 
individual at this point that if there is insufficient improvement made within 
the timescales set, it may be necessary to proceed to formal action. 

8. Moving to Formal Action 

8.1 Ideally, as a result of informal management action, the individual will make 
sufficient improvement and continue to maintain their performance at a 
satisfactory level. 

8.2 However if the individual has not made sufficient improvement or not 
maintained this over a reasonable period (as agreed in their action plan), 
then it may be appropriate to move to formal action. Before proceeding, 
the line manager should inform their senior management and discuss with 
HR to agree the next steps.   

8.3 Whilst the decision on whether to move to formal action will be made on a 
case by case basis, line managers must be able to demonstrate they have 
exhausted and evidenced informal management action. 

8.4 The procedure for formal action is documented in the Capability 
(Performance and Attendance) Policy for Police Staff. 

9. Redeployment as Alternative to Formal Action  

9.1 Where informal management action has not resulted in the required 
improvement, an offer of transfer to an alternative role may be considered 
as an alternative to formal action.   

9.2 This is not a given right and the decision will be made on a case by case 
basis and depend on various factors including the areas of, and reasons 
for, the performance concerns and availability of a role within the 
individual’s capability. 

9.3 Where applicable, the relevant HR representative will consider any posts 
which could be suitable. Roles considered may be of a lower pay 
band/less favourable terms. There will be no pay protection offered. A 4-
week trial period will apply to the new role to assess the individual’s 
performance and suitability. 

9.4 If an offer of an alternative role is declined or the line manager determines 
the role is not suitable should performance concerns continue, the 
individual will return to their original role and the formal capability 
procedure may then be commenced. 
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10. Performance Concerns During Probation Period 

10.1 Line managers will hold regular progress reviews with any new staff during 
their probation period. 

10.2 If at any stage of an individual’s probation a line manager has concerns 
about their performance, they must provide clear targets and identify any 
additional training or support to help them meet the required standards. 
This should be documented in a probation action plan. Line managers 
must be aware of the individual’s probation end date and tailor the action 
plan targets to that period. 

10.3 The line manager must inform HR where there are concerns and the 
possibility that the individual may not successfully complete their probation 
period. The line manager should also ensure that the individual is informed 
of this possibility. 

10.4 If the individual’s performance has not improved as a result of the above 
action their employment should not be confirmed beyond the probation 
period. The line manager should notify their own management and seek 
advice from HR on next steps. Where necessary HR will arrange a formal 
review meeting with the Department Head. 

10.5 The possible outcomes of the formal review meeting are: 

• There are no issues to be addressed and employment will be confirmed 

• An extension to the probation period to allow further time for 
improvement 

• All reasonable time and support has been provided but the required 
standards have not been met and the shortfall is significant. In these 
circumstances employment will not be confirmed and the individual will 
be dismissed  

10.6 Management guidance for probation reports, reviews and action plans are 
provided in the Probation Documentation [link].  

11. Sickness Absence and Performance 

11.1 During discussions with an individual, if it becomes apparent that health or 
welfare issues are contributing to performance concerns, this does not 
mean that action to address the concerns cannot be continued but that the 
impact of such circumstances should be duly considered as part of the 
process.  

11.2 Appropriate support must be offered to the individual and any requirement 
for reasonable adjustments explored and implemented where applicable. 
Further advice and guidance regarding reasonable adjustments and 
managing disability or medical conditions in the workplace is available in 
the Disability Management Policy and from HR or Workplace Health. 
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11.3 If a line manager determines that an individual’s unsatisfactory 
performance is wholly due to high levels of sickness absence this must be 
managed under the Constabularies’ Sickness Absence Management 
Policy.  

12. Confidentiality and Record Keeping 

12.1 All performance discussions and meetings will be treated confidentially. 
This means that all employees and anyone they bring to accompany them 
must treat any information communicated to them in connection with these 
matters as confidential. The employee in question (or anyone 
accompanying them) is permitted to make any written notes of their own to 
refer to. 

12.2 All records relating to performance management will be retained on the 
individual’s personal file and processed in accordance with the General 
Data Protection Regulation (GDPR), the Data Protection Act 2018 and the 
Constabularies’ Personal Records policy. 

13. Support Mechanisms 

13.1 It is understood that staff may need additional support and guidance if they 
are experiencing problems with performance at work. The following 
sources of support are available: 

Employee Assistance Programme 

UNISON  

Staff support networks 

Chaplaincy - Suffolk 

Chaplaincy - Norfolk 

https://intranet.norfolk.police.uk/sites/HumanResources/WHSW/Pages/Employee-Assistance-Programme-(EAP).aspx
https://intranet.norfolk.police.uk/sites/SupportSocial/Unison/Pages/Unison.aspx
https://intranet.norfolk.police.uk/sites/SupportSocial/Pages/HomePage.aspx
https://intranet.norfolk.police.uk/sites/SupportSocial/SCForceChaplains/Pages/HomePage.aspx
https://intranet.norfolk.police.uk/sites/SupportSocial/NCForceChaplains/Pages/ForceChaplainsNorfolk.aspx
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Appendix A – INFORMAL MANAGEMENT ACTION (PERFORMANCE) 

INFORMAL MEETING GUIDANCE FOR MANAGERS 

 

Although it is an informal meeting, following a basic structure should help both you and the 
individual benefit as much as possible from the meeting.   

Start by advising the individual that this is an informal meeting aimed at supporting them in 
addressing specific performance concerns. To aid your discussion follow the principles as 
outlined in Section 6 of the Performance Management Policy. 
 
A template is available below, which you can use as a guide to prepare for the meeting, and 
also use afterwards to complete your notes. 
 
It may be appropriate at the end of the meeting to explain that, if performance does not clearly 
improve over the period the individual agreed, then you may be moved onto an action plan. 
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INFORMAL MANAGEMENT ACTION (PERFORMANCE) 

Informal Meeting Record 

Name:        Date of Meeting: 

Details of the specific area where performance is giving cause for concern, include examples 

 

 

 

 

Any thoughts or explanation from the individual for the performance concern – including 
health or welfare issues 

 

 

 

Give clear explanation of the standard of performance expected: 

 

 

 

 

Steps the individual will take to achieve the required standard, be specific but realistic 

 

 

 

 

Steps the line manager will take to help the individual improve:  

 

 

 

 

Agreed timescales for improvement: 
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Appendix B - Performance Action Plan 

 

Name:  
 
Job Title:   
 
Date Action Plan to start:   
 
Date Action Plan to end:  
 
The nature of your unsatisfactory performance is as follows: 
 

 
 
 
 
 

 
The performance improvement required is as follows: 
 

 
 
 
 
 

 
The actions that you are required to undertake to improve your performance are:  
 
(Actions should be ‘SMART’ – see overleaf for details) 
 

Actions 
 

To be achieved by 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

Page 12 of 13 

 
Actions to be undertaken by line manager (or others) to assist you in achieving this action 
plan within the target dates for achievement are: 
 
(Actions should be ‘SMART’ – see overleaf for details) 
 

Actions 
 

To be achieved by 

 
 
 
 
 
 
 

 
 
 
 

 
 
Any additional support / reasonable adjustments (if applicable):  
 

 
 
 
 
 
 

 
 Review dates 
(These must be diarised at appropriate intervals in order to monitor your progress against the 
actions and to provide you with feedback on your performance)  
 

 
 
 
 
 
 

 
Line manager to clarify that failure to meet the required standard will result in further 
management action or formal action. 
 
 
Signed…………………..…………………………………  Date …………………… 
 
(Line Manager) 
 
 
Signed ……………………………………………………  Date …………………… 
 
(Individual) 
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*I confirm that this action plan has been satisfactorily completed within the agreed 
timescale. 
Your performance will continue to be monitored and any failure to maintain an acceptable 
standard may lead to formal action being taken. 
 
*This action plan has not been completed within the agreed timescale for the following 
reasons: 
 
 
*This action plan has not been satisfactorily completed and I will be taking further action 
as follows: 
 
 
 
Signed ……………………………………………………………..  Date ……………………… 
Line Manager 
 
* delete if not applicable 

 
 

 
NOTES ON COMPLETION OF THE ACTION PLAN 

 
This action plan will assist individuals and their line managers during the informal stages of 
performance management. 
 
It is designed to ensure that both the line manager and the individual concerned have the 
same understanding of the particular aspects of the performance that requires improvement, 
and the standards of performance expected. 
 
The actions that the individual is required to undertake to achieve the performance 
improvement should be clearly set out and time-frames stated.  Actions should be ‘SMART’: 
 
Specific – clearly define what needs to be achieved 
 
Measurable – so progress can be tracked and the individual knows what success looks like 
 
Achievable – capable of being achieved within the agreed timescales 
 
Relevant – and easily linked to the individual’s role and responsibilities  
 
Time limited – with dates for achievement of specified actions 
 
For the duration of the action plan, the individual may require support from their line manager, 
or someone else to assist in achieving the requirements set. However, the individual must 
take responsibility for undertaking these actions to demonstrate the required improvements 
within the agreed timescales.  
 
Review dates are essential. Review meetings will allow the line manager to provide feedback 
on progress against the actions and check that the individual is receiving the agreed support. 
 


