


Performance Management Procedure
Purpose and Scope
This procedure supports employees in maintaining and improving performance standards. It applies to all employees and may be adapted for volunteers. It does not apply to self-employed contractors or agency workers.
Performance concerns may arise due to changes in role, personal circumstances, or health. We aim to address these constructively, with support and fairness. Performance also includes safe horse handling, adherence to welfare standards, and maintaining appropriate supervision of riders.
This procedure follows the principles of the ACAS Code of Practice and associated guidance on handling performance issues.
Principles
· Promote a culture of continuous improvement
· Address performance concerns promptly and fairly
· Provide support, training, and supervision
· Consider emotional wellbeing and reasonable adjustments
· Comply with employment law and best practice
Informal Support and Initial Investigation
Where concerns arise, we will first:
· Discuss informally with the employee
· Offer training, supervision, or mentoring
· Monitor progress over a reasonable period
If informal support does not resolve the issue, we will conduct a formal investigation. This may include:
· Reviewing appraisals, work samples, and feedback
· Speaking with the employee and relevant managers
· Considering any personal or health-related factors
Wellbeing and Reasonable Adjustments
We recognise that performance may be affected by emotional distress, mental health, or disability. Employees are encouraged to share any relevant information so we can:
· Seek medical advice if appropriate
· Make reasonable adjustments to duties or environment
· Offer support through internal or external resources
Where performance concerns relate to a disability or health condition, we will consider reasonable adjustments and ensure compliance with the Equality Act 2010 before taking formal action.

Performance Improvement Meetings
If formal action is needed, we will invite the employee to a Performance Improvement Meeting. You will be given reasonable notice of meetings (normally at least 48 hours). The invitation will include:
· Details of performance concerns
· Possible outcomes
· Relevant documents (which will be shared in advance of the meeting)
At the meeting, we will:
· Explain the concerns and required standards
· Invite the employee to respond and present evidence
· Discuss any support or adjustments needed
· Agree targets and a review period
Performance Improvement Notice
Following the meeting, we may issue a Performance Improvement Notice. This will include:
· Areas requiring improvement
· Targets and timescales
· Support measures (e.g. training, supervision)
· Review date
· Possible consequences of not improving
Notices will normally remain active for six months. In some cases, they may be extended if patterns of improvement and decline are identified.
Monitoring and Review
Performance will be monitored throughout the review period. Outcomes may include:
· No further action if performance improves
· Extension of review period if partial improvement
· Progression to the next stage if insufficient improvement
Stages of Formal Procedure
	Stage
	Action

	Stage 1
	First Performance Improvement Meeting + Notice

	Stage 2
	Final Performance Improvement Meeting + Final Notice

	Stage 3
	Dismissal Meeting (if performance remains unsatisfactory)


We may skip stages in cases of serious poor performance or gross negligence; this will only occur where justified by the seriousness of the concerns. If refusal to meet standards is deliberate, we may use the Disciplinary Procedure instead.

Dismissal for Capability
If performance remains unsatisfactory after a final notice, or if gross negligence is identified, we may consider dismissal. Before doing so, we will:
· Review all evidence and support provided
· Consider redeployment or demotion
· Assess likelihood of future improvement
The decision will be confirmed in writing as soon as reasonably practicable (normally within 5–7 working days).
Right to Appeal
You may appeal against:
· Any Performance Improvement Notice
· Redeployment or demotion
· Dismissal for capability
Appeals must be submitted in writing within 7 working days, explaining the grounds. A hearing will be arranged, led by a different manager where possible. The final decision will be confirmed in writing as soon as reasonably practicable (normally within 5–7 working days).
Decisions will be based on a reasonable assessment of the evidence, following a fair and consistent process in line with ACAS guidance.
Right to Be Accompanied
You have the statutory right to be accompanied by a fellow worker or trade union representative. They may support you and help present your case but must not answer questions on your behalf.
Volunteers
Elements of this procedure may be adapted for volunteers. Where performance concerns arise, we will:
· Offer informal support and guidance
· Consider the volunteer’s role and responsibilities
· Use proportionate and respectful processes
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