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Policy statement
St Saviour’s Pre-school and Nursery is committed to supporting all staff in achieving and maintaining the high standards of performance required to provide quality education and care for children, in line with the 2025 Early Years Foundation Stage statutory requirements.
We recognise that from time to time, staff may experience difficulties in achieving these standards. This policy sets out the procedure for addressing such concerns in a fair, consistent and supportive manner. Our aim is always to support staff to improve their performance through training, guidance and supervision, whilst ensuring that children’s welfare, learning and development remain the highest priority.

Principles
· All staff are entitled to clear expectations about their role and performance.
· Concerns about staff capability will be addressed promptly, fairly and consistently.
· The emphasis will be on support, training and professional development in the first instance.
· Staff will be treated with dignity and respect throughout the process.
· The welfare and safeguarding of children will always be the overriding priority.
· Records of capability concerns, support offered, and outcomes will be kept securely and confidentially, in line with data protection and EYFS 2025 requirements.
· This procedure is separate from the Disciplinary Procedure, although capability concerns may lead to disciplinary action if improvements are not made.

Procedures
1. Informal Support
· Concerns about performance will normally be raised during supervision or appraisal.
· The manager will meet with the staff member to discuss concerns and agree a support plan, which may include mentoring, additional training, supervision or changes to duties.
· The support plan will include clear timescales, expectations and review dates.
· A written record of the discussion and support plan will be kept.

2. Formal Capability Procedure
If performance does not improve following informal support, or if concerns are serious, the formal procedure will be followed:
· Stage One – Capability Meeting
· The staff member will be invited to a formal meeting with the Manager.
· The staff member has the right to be accompanied by a colleague or trade union representative.
· Concerns will be outlined, evidence presented, and the staff member will be given the opportunity to respond.
· A capability improvement plan will be agreed, with clear targets, support measures and a review period (normally 4–8 weeks).
· Stage Two – Review Meeting
· At the end of the review period, progress will be assessed.
· If satisfactory improvement has been made, no further action will be taken.
· If insufficient progress has been made, further support may be offered and the review period extended.
· If concerns remain serious or improvement is not sustained, the matter may progress to Stage Three.
· Stage Three – Final Capability Meeting
· The staff member will attend a final meeting to review progress.
· If performance is still unsatisfactory, the manager may decide on:
· a further extended period of support;
· redeployment (if available); or
· termination of employment on grounds of capability.
· Any decision to dismiss will be taken in consultation with the Committee/Trustees and in line with employment law.

3. Appeals
· The staff member has the right to appeal against any formal capability decision.
· Appeals must be submitted in writing within 5 working days of the decision.
· Appeals will be heard by a senior manager or Trustee not previously involved in the case.
· The decision of the appeal hearing will be final.

Safeguarding and Suitability
· If at any point concerns about a staff member’s capability indicate that children may be at risk of harm, the Designated Safeguarding Lead (DSL) will be informed immediately.
· In line with the 2025 EYFS, Ofsted will be notified of any concerns relating to staff suitability, safeguarding or fitness to work within 14 days.
· Where appropriate, advice may also be sought from the Local Authority Designated Officer (LADO).
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