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Performance Improvement Policy and Guidelines

1. Purpose and Scope

The purpose of these guidelines is to ensure that staff are given the opportunity to achieve and maintain appropriate standards of performance at work. 

The guidelines will apply to all staff of the Royal Conservatoire of Scotland.

2. Principles

The Conservatoire has a responsibility and commitment to setting acceptable, achievable, realistic and measurable standards of performance. These will be expressed in clear, unambiguous and measurable terms and readily accessible to all staff in the Career Review Scheme. 

All reasonable efforts will be made to assist staff to meet the agreed standard of performance.  Staff will not normally be disciplined or possibly dismissed, because of a failure to perform to required standards unless warnings and an opportunity to improve, with reasonable targets and timescales, have been given.

Where a manager perceives poor performance by a member of staff the matter will be dealt with in accordance with the procedure below.

3. Procedure

Staff who have issues of performance, which are caused by health and or disability will not be covered by these procedures and be dealt with under separate arrangements for incapacity/capability. 

Managers who have issues of performance to raise with staff as a result of a Career review must involve the HR Department at the very earliest stage of any procedure.  This is to ensure that there is fair application of equitable employment practice and consistency of approach. 
An informal meeting should take place in first instance between the manager and the staff member. Hopefully this should clarify the issues and set in place measures, timescales for improvement and any necessary training etc to overcome any difficulties.

If this does not resolve the problem, a formal meeting between the manager and the staff member to discuss performance should take place.

The formal meeting will be conducted by the manager, supported by the HR Department, to ensure that the procedure and outcome is fair, consistent and appropriate. 


Where a formal hearing is arranged, staff will be made fully aware of their right to be accompanied by a fellow staff member, a trade union official, or a friend. 

A consistent failure to improve performance, despite measures put into place to assist this process, may result in disciplinary action being taken against the staff member.

Any disciplinary action taken will be in accordance with the Conservatoire’s Disciplinary and Dismissal Policy and Procedure.
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