


Capability - Formal Stage 1 Meeting - Agenda
This meeting is held in accordance with the Schools Support Staff Capability Policy and marks the beginning of the formal capability process.
	Agenda Item
	Description
	Responsible Person

	Introductions
	Chair Person to introduce attendees and outline their roles.
	Chair Person

	Purpose of the Meeting
	Explain the formal capability process and objectives of the meeting.
	Chair Person

	Summary of Performance Concerns
	Present documented concerns and evidence.
	Line Manager

	Employee Response to Concerns
	Provide perspective and any mitigating factors.
	Employee

	Review of Support Provided to Date
	Summarise support and interventions already offered.
	Line Manager

	Proposed Support Measures Going Forward
	Outline additional support options.
	Line Manager

	Performance Improvement Plan
	Present a draft plan with targets and timelines.
	Line Manager

	Timescales for Review and Monitoring
	Confirm review periods and monitoring arrangements.
	Chair Person

	Next Steps and Date for Stage 2 Review Meeting
	Agree next steps and schedule follow-up meeting.
	Chair Person

	Any Other Business
	Raise relevant points not covered in the agenda.
	All Attendees



Follow-Up Actions
This section is to record any agreed actions, responsibilities, and deadlines following the meeting.
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