
PERFORMANCE MANAGEMENT FLOWCHART 
 

Issues with employee’s performance first identified 

Employees have 
the right of appeal 
against all formal 
warnings issued. Review job description, job title and any other documents detailing role. Review 

performance against requirements 
 

 
Consider holding informal discussion with employee to discuss issues, put in place 

any required support and set a review date. Has performance improved? 

 
YES NO 

 

No further action required at this 
stage. Keep file note of discussions 
and keep lines of communication 

with employee open to ensure 
performance does not slip again. If 
there has been some improvement 
but there are still issues consider 

extending the review period. 

 
 
 
 
 
 

 
YES 

Notify employee in writing of commencement of 
performance management process 

 

 
Hold commencement meetings. Complete PIP. 

Set a review period. Has performance improved by 
end of improvement period? 

 
NO 

 

NO  Send invite to first performance improvement 
review meeting. Following discussion, are 

you satisfied that issues persist? 
 

 

 
YES 

YES 

 

Issue 1st written warning. Confirm in writing. Set new review period and review and update 
PIP as necessary. Offer right of appeal. Sufficient improvement in review period? 

 
NO 

 
NO 

Send invite to second performance improvement review meeting. 
Following discussion, are you satisfied that issues persist? 

 
 

 
YES 

YES 

 

Issue final written warning. Confirm in writing. Set new review period and review and 
update PIP as necessary. Offer right of appeal. Sufficient improvement in review period? 

 
NO 

 

 
Employees have the right 
to be accompanied at all 
formal review meetings 

and appeal meetings. 

Send invite to final performance improvement review meeting. 
Following discussion, are you satisfied that issues persist? 

 
YES 

 

Dismiss with notice. Confirm in writing. Offer right of appeal. 
 

 
Flowchart last updated December 2024. This flowchart is not a substitute for formal independent legal advice, which you should always seek 

before relying on our content. Any liability for negligent information in this document is limited to £10. 


