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1.

POLICY STATEMENT

1.1

The University expects and will enforce reasonable standards of
performance from its staff and aims to ensure that there is a fair and
systematic approach to the maintenance of those standards. Wherever
possible, the primary purpose of this policy will be to secure a genuine and
permanent improvement in staff performance.

1.2

The University is committed to enabling all staff to reach their full potential
and to deliver a satisfactory level of performance. In the event that a
member of staff is considered to be performing at a less than acceptable
level, the University will offer reasonable counselling, support and training in
order to resolve the problem. In the majority of cases this approach will
result in an improvement in performance bringing it up to the level required.
Only after these approaches have been tried and there has been no
improvement or even a deterioration in performance will the following policy
and procedures apply.

2.

PURPOSE AND SCOPE

2.1.

This policy sets out a framework for dealing with poor performance. It is
intended to help and encourage all employees to achieve and maintain
standards of work and performance satisfactory to the University.

2.2.

It is designed to inform staff of the likely consequences of their failure or
inability to fulfil or meet their work obligations. Its aim is to ensure consistent
and fair treatment for all staff.

2.3.

It is essential that all matters relating to the application of these procedures
remain confidential to the parties concerned and those who need to know.
Unnecessary disclosure could result in making a sensitive situation even
more difficult.

2.4.

Separate provisions apply in the case of probationary staff and also the Vice
Chancellor, Deputy Vice Chancellor, Group Director of Finance and
Secretary and Registrar.

3.

SUSPENSION
The Vice-Chancellor or, in the case of Professional staff, the Secretary and
Registrar, may suspend, without prejudice, from duty on full pay any
employee for a performance issue that may constitute an allegation of gross
misconduct and/or urgent cause relating to the University’s aims and
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objectives, which could potentially amount to gross misconduct. Suspension
will allow for an appropriate investigation of the allegations, which may be
impeded should the employee remain at work. Such investigations will be
conducted without avoidable delay (see APPENDIX C).
4.

DISMISSAL
In some cases, an outcome may result in dismissal due to the buildup and
escalation of live warnings on record. In such cases the formal performance
procedure will have been followed and any further concern that arises during
the currency of the Final Written Warning may lead to a further performance
review hearing which may result in dismissal. Where a dismissal is a
possible outcome, the Vice Chancellor or Secretary and Registrar may
delegate their authority to a panel of three members of Chief Executive’s
Group. The members of this panel would have had no former involvement in
the case. Such a dismissal may be with notice or pay in lieu of notice.

5.

GENERAL PRINCIPLES

5.1.

The General Principles detailed make provision for all aspects of the Poor
Performance Policy - at all stages and levels -relating to issues of staff poor
performance.

5.2.

No action under these procedures will be taken against any employee who is
a Recognised Trade Union representative until the circumstances have been
discussed with a full-time official of the Recognised Trade Union concerned.

5.3.

The University will encourage a sensitive, constructive and timely approach
to all performance matters

5.4.

Managers have a responsibility to bring any matters of concern to an
employee’s attention without delay and offer help and support (including
additional training as required) before moving into the formal procedures
detailed in this policy.

5.5.

At every stage the employee will be informed in writing of the level at which
the matter is being considered, advised of the nature and details of the poor
performance concern and will be given the opportunity to explain respond
and/or defend their position.

5.6.

At all formal stages the employee will have the right to be accompanied and
represented by a “Friend”. For a full list of Definitions please see
APPENDIX D.
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5.7.

The Chair hearing a case will have had no involvement in its preparation and
will conduct the proceedings according to the outline format - see Poor
Performance Hearing - APPENDIX A.

5.8.

If, for good cause, an employee is unable to attend a hearing, it will be
adjourned to a suitable alternative date. If the employee is unable to attend
the re-arranged date, the Chair will decide whether the hearing should take
place in his/her absence or exceptionally to re arrange another suitable date.
If the employee is unable to attend the further re-arranged date, the hearing
will proceed in his/her absence, but his/her ‘Friend’ will have to opportunity to
present the employee’s case on their behalf. Any submission by the
employee in writing, or by his/her ‘Friend’ will be considered.

5.9.

Any action taken will be limited as follows:

5.9.1.
5.9.2.
5.9.3.
5.9.4.

An ORAL WARNING will normally last for 6 months
A WRITTEN WARNING will normally last for 12 months
A FINAL WRITTEN WARNING will normally last for 24 months.
DISMISSAL normally with notice

5.10.

Alternative action to dismissal, which may include demotion or redeployment (with no automatic protection of previous salary) within the
University, may be considered by the Chair of the hearing at their absolute
discretion following agreement with the employee.

5.11.

Warnings given to an employee shall be placed on the employee’s Human
Resources personal file. Upon expiry and if no further performance issue
has occurred the warning shall be removed from the Human Resources
personal file.

5.12.

In exceptional circumstances, the Chair of the hearing may extend the length
of the warning beyond the periods set out in 4.8 - any such variation being
notified to the individual in writing at the time the warning is issued.

5.13.

The procedures may be initiated at any stage if the employee’s alleged poor
performance warrants such action.

6.

RIGHT OF APPEAL

6.1.

An employee will have the right of appeal against any penalty imposed. The
person(s) hearing the appeal will not have been party to any earlier decision
and will follow the procedures set out in Appeals and Appeal against
Dismissal APPENDIX B.
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6.2.

All Appeal hearings will review the earlier decision based on the submissions
made by the member of staff and management. It will not be conducted as a
total re-hearing of the evidence made when the initial decision was taken but
be concerned with:

6.2.1.

Reviewing the application of the procedures (evidence of procedural or
administrative irregularity);
Whether the penalty is proportionate to the performance concern
Considering any new material evidence not reasonably available or
produced at the original performance hearing.

6.2.2.
6.2.3.

6.3.

No action under these procedures will be taken against any employee who is
a Recognised Trade Union representative until the circumstances have been
discussed with a full-time official of the Recognised Trade Union concerned.

6.4.

Training and support will be provided to the Chair of a hearing.

6.5.

The Director of Human Resources (or nominee) will be consulted by
management at all stages of any case being considered under these
procedures and will be present at all formal hearings.

7.

PROCEDURE FOR MANAGING POOR PERFORMANCE

7.1

Informal

7.1.1

Coaching and guidance are a part of normal management practice. Much
can be achieved by way of informal guidance, particularly where
shortcomings are not of a serious or persistent nature. The formal
procedure will not normally be implemented without there first having been a
period of coaching and guidance, the aim being to encourage an employee
to understand what is expected, to improve and thus meet the University’s
standards (See Guidance on Managing Poor Performance SECTION 7).

7.1.2

However, in some circumstances it may be appropriate to initiate the formal
stage of this procedure immediately if the employee’s alleged poor
performance warrants such action.

7.1.3

The individual should be aware of the concerns about their performance.
Confidential counselling should be undertaken with the aim of covering:
(i)
(ii)
(iii)

The shortcomings in performance by giving specific examples.
Encouraging the individual to adopt a problem-solving approach.
Listening to suggestions and explanations as to why the problems
exist.
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Agreeing a support and development plan which has clearly
measurable objectives and a timescale for review.
Offering reasonable support and training if needed.
Highlighting the consequences if the required improvement is not
forthcoming.

7.2

Formal Stage 1

7.2.1

Where the employee has failed to reach an acceptable level of performance,
despite informal counselling, support and guidance and time to improve, the
formal stage will be invoked.

7.2.2

The manager who dealt with the informal stage will submit a report, in
consultation with the Human Resources Business Partner (HRBP), to the
next level of management, (this may be the Senior Manager, as appropriate)
identifying the alleged poor performance or shortcomings and the support
provided and objectives set out. This will be considered at the formal Stage
1 hearing.

7.2.3

The employee will be given 10 working days’ notice in writing of a Formal
Stage 1 hearing. The employee will be given the details of the concerns
about his/her alleged shortcomings or poor performance in writing in
advance and informed that a formal stage is being invoked.

7.2.4

The meeting to discuss the alleged shortcomings and concerns will be
conducted by the next level of management, in consultation with the HRBP
as outlined in Appendix A. The senior manager will decide whether:
(i)
(ii)

To take NO FURTHER ACTION, in which case he/she will confirm
this outcome in writing to the employee; or
The level of performance is of concern and therefore an ORAL
WARNING is appropriate – this will be confirmed in writing and the
employee will be given a plan for support and development.

7.2.5

The plan for support and development will set out levels of acceptable
performance and targets, together with appropriate support, guidance and
training to be given and state the timescale within which improvement is
expected.

7.2.6

The employee will be required to demonstrate improvement over a period of
time (normally within 8 working weeks). The employee will be warned of the
possible consequences of a failure to improve or in the event that further
shortcomings are identified.
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7.2.7

A review date will be set when progress can be assessed. At the end of the
agreed period for improvement, the line manager will hold a further meeting
with the employee to discuss progress.

7.2.8

If the employee’s performance has improved sufficiently that he/she now
meets the required standard, this will be confirmed in writing. The line
manager will have discretion to schedule further review meetings to ensure
improvement is sustained.

7.2.9

If, however, the employee’s performance remains below the required
standard, the employee will be informed that further action will be taken
under Formal Stage 2 of this procedure.

7.2.10 The employee will be advised of his/her right of appeal against a Formal
Stage 1 ORAL WARNING to the next level of management, outlined in
APPENDIX B. The right of appeal will be outlined in the letter issuing the
original warning.
7.3

Formal Stage 2

7.3.1

If, having completed Formal Stage 1 of this procedure the employee’s
performance remains unsatisfactory and below the standard that is required,
or were to fall below this standard at any time during the period of the
warning, the next stage of this policy may be invoked.

7.3.2

The employee’s line manager will prepare a report on the employee’s poor
performance and standard of work, including the action taken under Formal
Stage 1. They will take advice from the HRBP on whether to move to Formal
Stage 2 of this policy.

7.3.3

If the decision is taken to move to Formal Stage 2, the employee will be
given 10 working days’ notice in writing of a meeting to discuss this and
informed that Formal Stage 2 is being invoked. The letter will outline what
the possible consequences of the hearing are.

7.3.4

The employee shall have access in advance to any documents – detailing
concerns in relation to poor performance, which are to be produced at the
hearing.

7.3.5

Any written evidence to be submitted by the employee in response to the
concern must be received at least 5 working days in advance of the hearing
so that it can be considered by all parties.
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7.3.6

The meeting will be chaired by a Senior Manager. He/she will discuss with
the employee the alleged shortcomings, concerns or complaints and any
further action that may be necessary to rectify the problem.

7.3.7

At the meeting, the employee and/or the employee’s ‘Friend’ will be given
the opportunity to respond to the evidence presented and to state his/her
position.

7.3.8

The Chair will then decide whether to:
(i)
(ii)
(iii)

7.3.9

TAKE NO FURTHER ACTION, in which case he /she will confirm
this outcome in writing to the employee; or
ISSUE A WRITTEN WARNING, or
ISSUE A FINAL WRITTEN WARNING.

The warning will be confirmed in writing and the employee will be given a
further plan for support and development.

7.3.10 The employee will be required to improve, and a review period set again
(normally no more than 8 working weeks). The employee will be warned of
the possible consequences, which may include progression to Stage 3 of
this policy if failure to improve or in the event that further shortcomings are
identified.
7.3.11 Attention - Written or Final Written Warning
(a)

The Warning (whether Written or Final Written) will be confirmed in writing
and will set out the required level of performance and the timescale within
which improvement is expected.

(b)

The employee may be required to improve performance immediately or over
a period of time (normally no more than 8 working weeks). The employee
will be issued with a further support and development plan.

(c)

A review date/s will be set when progress can be assessed.

(d)

The employee will be warned of the possible consequences of a failure to
improve or in the event that further shortcomings are identified.

(e)

At the end of the agreed period for improvement, the manager will hold a
meeting with the employee to discuss progress.

(f)

If the employee’s performance has improved sufficiently that he/she now
meets the required standard, this will be confirmed in writing, and possibly a
further review meeting will be arranged to check that this can be sustained.
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(g)

If, however, the employee’s performance remains below the required
standard, the employee will be informed that further action will be taken
under Formal Stage 3 of this procedure which may result in the employee’s
dismissal.

(h)

The employee will be advised of his/her rights of appeal to the next level of
management, outlined in APPENDIX B.

7.4

Formal Stage 3

7.4.1

If, in cases of gross professional negligence or capability concern or having
completed Formal Stage 2 of this procedure, the employee’s performance
remains below the standard required, or falls below the standard required
during the review period and/or following a formal warning being issued, a
formal hearing under Stage 3 of the policy may be invoked.

7.4.2

The employee will be provided with details of the performance concern and
their right to representation. They will be notified that Stage 3 of this
procedure is being invoked and that dismissal is a possible outcome and
provided timings for the hearing (normally within 10 working days).

7.4.3

The employee shall have access in advance to any documents which are to
be produced at the hearing.

7.4.5

Any written evidence to be submitted by the employee in response to the
complaint must be received at least 5 working days in advance of the
hearing so that it can be considered by all parties.

7.4.6

The Vice Chancellor or Secretary and Registrar may delegate their authority
to chair the hearing to a panel of three members of the Chief Executive
Group (CEG) in accordance with the format outlined in APPENDIX A. The
Chair of the panel will decide whether to:
(i)
(ii)
(iii)
(iv)

7.4.7

TAKE NO FURTHER ACTION, in which case he/she will confirm this
outcome in writing to the employee, or
EXTEND THE PERIOD OF REVIEW and require further monitoring,
or
CONSIDER FURTHER ACTION, or
DISMISS. This will normally be with notice.

Alternative action to dismissal, which may include demotion or redeployment (with no automatic protection of previous salary) within the
University, may be considered by the Chair of the hearing at their absolute
discretion following agreement with the employee.
9
University Policies and Regulations (UPRs)
© University of Hertfordshire Higher Education Corporation (2018)
HR19 – Managing Poor Performance-v01.0

Title
Version
Effective
Review Date

Managing Poor Performance – HR19
01.0
21 December 2018
30 January 2020

7.4.8

The employee will be informed in writing of the decision and the reasons for
it and of his/her right of appeal. (Please see APPENDIX B).

8.

GUIDANCE - MANAGING POOR PERFORMANCE

8.1.

These guidelines are intended to assist staff in dealing fairly and effectively
with employees whose performance is unacceptable to The University. They
are an integral aspect to this “Managing Poor Performance Policy”. If an
individual’s job performance is a concern, the following considerations
should be made before recourse to any action outlined in the policy
document.

8.2.

The individual should be aware of the concerns about their performance.
Confidential counselling should be undertaken with the aim of covering:

8.2.1.
8.2.2.
8.2.3.
8.2.4.

The shortcomings in performance by giving specific examples.
Encouraging the individual to adopt a problem-solving approach.
Listening to suggestions and explanations as to why the problems exist.
Agreeing a support and development plan which has clearly measurable
objectives and a timescale for review.
Offering reasonable support and training if needed.
Highlighting the consequences if the required improvement is not
forthcoming.

8.2.5.
8.2.6.

8.3.

A record of the meeting(s) should be made with a copy for the line manager
and a copy for the member of staff.

8.4.

If informal counselling, support and guidance fail and if there is no
improvement or if there is deterioration in performance, then formal action
may be necessary.

8.5.

This policy document sets out the rules, which must be followed, so as to be
fair and consistent and to protect staff and the University against any legal
consequences of getting things wrong.

8.6.

Questions about the application of this policy should be addressed to the
relevant Human Resources Business Partner.

8.7.

When managing poor performance all the formal stages should normally be
followed in sequence, although procedures may be initiated at any stage if
the poor performance warrants such action.

8.8.

Progression from one stage to the next will be determined by whether the
employee reaches the required standard of performance within the agreed
time frame.
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8.9.

Suspension from duty may be considered prior to taking action under Stage
3 of the procedure if circumstances warrant it.

9.

PREPARING A CASE FOR A FORMAL HEARING

9.1.

All managers have a responsibility to be aware of the Managing Poor
Performance policy. When invoking the procedures outlined in this policy,
the relevant line manager must:

9.1.1.

Gather all relevant evidence i.e. notes of all the meetings, counselling
sessions etc.
9.1.2. Obtain all relevant personal details of the employee (e.g. length of service,
past performance record etc.
9.1.3. Examine all the evidence to determine whether despite reasonable
counselling and support the employee’s performance has fallen short of what
is required.
9.1.4. Provide clear, specific examples of underperformance.
9.1.5. Advise the employee that formal action on the grounds of poor performance
is likely to ensue.
9.1.6. Obtain written evidence from relevant witnesses, if appropriate, always
bearing in mind that confidentiality is paramount.
9.1.7. Notify the manager who will be hearing the case and submit a detailed report
illustrating the shortfalls in performance.
9.1.8. Recommend the level of formal action considered to be appropriate.
9.1.9. The Human Resources Business Partner will provide assistance to the manager
in order to ensure consistency in preparing the case for the formal hearing.
9.1.10. Send the employee the details of the concerns about their performance and
advise the date of the formal hearing (providing at least 10 working days
notice) and their rights of representation.
10.

PRESENTING A CASE AT A FORMAL HEARING

10.1

All managers have a responsibility to be aware of the Managing Poor
Performance Policy. When invoking the procedure, the relevant line
manager must:

10.2

Be clear and objective and keep calm when presenting evidence.

10.3

Avoid being personal and do not take personally what may be said in response.
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10.4

Answer questions honestly and succinctly and do not say anything that
cannot be substantiated with evidence.

10.5

Be prepared to seek an adjournment during the meeting if a break is
required or to verify facts.

Mrs S C Grant
Secretary and Registrar
Signed: 21 December 2018
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APPENDIX A
Poor Performance Hearings
1.

The status of the hearing will be confirmed at the outset by the Chair of the
Hearing, stating the potential outcomes before the hearing proceeds.

2.

Both management and the employee will present their case and be subject
to cross-questions from the other party.

3.

Witnesses will attend only to give their accounts and will be open to
questioning by the other party. They may be recalled at a later stage for
further questions/clarification of issues.

4.

Both parties will be expected to sum up their case at the end of the hearing.

5.

The Chair and Human Resources representative will deliberate on the
proceedings and either call all parties back to announce a decision or may
adjourn the hearing and communicate their decision in writing normally
within 5 working days.

6.

The employee will be advised of the Appeals process at the conclusion of
the hearing.

NB:
a)
b)
c)
d)
e)

f)

Exceptionally and by agreement the format of the hearing can be amended
provided that the General Principles are adhered to.
Witness statements and questioning will be limited to half an hour per
witness.
No tape recording of proceedings is permitted.
Adjournment requests will not be unreasonably withheld.
Nominated notetakers will take notes of the proceedings and these
will be kept for record purposes and only circulated in the event of a
subsequent appeal.
It is therefore the responsibility of the employee and/or “Friend” to retain their
own notes of the hearing.
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APPENDIX B
Appeals Against a Warning
A member of staff, against whom a warning has been issued, shall have the right of
appeal. The next level of Line Manager/Senior Manager will conduct the appeal
hearing. Any appeal should be submitted to the Director of Human Resources. All
appeals must be lodged in writing within 10 working days of receipt of written
confirmation of the sanction. Appeals will be heard as soon as is reasonably
practicable (see below):
1.

State the reasons for appeal.

2.

The Director of Human Resources (or nominee) will give the employee a
minimum of 10 working days’ notice of the appeal hearing stating place, date
and time.

3.

The Director of Human Resources (or nominee) will inform the original
deciding manager that an appeal has been lodged.

4.

The appeal hearing will review the earlier decision based on the submissions
made at the appeal.

5.

The appeal will not be a re-hearing but concerned with the application of
procedures, looking at any new evidence, not reasonably available at the
time of the original hearing, that may be brought forward and determining the
proportionality of the penalty to the misdemeanor.

6.

Both the member of staff who is appealing and the manager who made the
original decision must submit all evidence or documents to which reference
shall be made at the hearing, including where the case for appeal relates to
new evidence not reasonably available at the time of the original hearing, the
names of any witnesses it is proposed to call (or witness statements where a
witness is not to be called). This should be no later than 5 working days
before the date set for the hearing to the Director of HR (or nominee) for
simultaneous distribution to all parties. Papers not submitted by this date will
not normally be eligible for consideration.

7.

The employee will present his/her case and introduce any new witnesses.

8.

All parties will be provided with the opportunity to ask questions.

9.

Both parties shall have the opportunity to summarise their case if they so
wish. The employee being first.
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10.

Nominated notetakers will take notes of the proceedings and these
will be kept for record purposes. It is therefore the responsibility of the
employee and/or “Friend” to retain their own notes of the hearing

11.

The Chair of the meeting will review the appeal with the Director of Human
Resources/HRBP before determining a final decision. This may be given on
the day and advised to both parties or where further consideration is
required will be confirmed later in writing normally within 5 working days.

12.

The decision will be final.

NB:
a)
b)
c)
d)
e)
f)

Exceptionally and by mutual agreement the format of the hearing can be
amended provided that the General Principles are still followed.
Witness statements and questioning will be limited to half an hour per
witness.
No tape recording of proceedings is permitted.
Requests for adjournments by either party will be at the discretion of the
Chair and not unreasonably withheld
A notetaker will be in attendance of the proceedings and notes will be kept
for record purposes and only circulated in the event of a subsequent appeal.
It is therefore the responsibility of the employee and/or ‘Friend’ to retain their
own notes of the hearing.

Appeals Against Dismissal
1.

Appeals against Dismissal should be submitted, in writing, to the Director of
Human Resources within 10 working days of receipt of the performance
hearing outcome.

2.

The Vice Chancellor or nominee will Chair an appeal hearing as soon as
possible and normally within 15 working days.

3.

A panel appeal hearing panel will consist of the Chair (Vice Chancellor or
nominee) and 3 members of CEG. The panel members will have had no
former involvement in the case.

4.

The Chair will be supported by the Director of Human Resources (or
nominee).

5.

The hearing will review the previous decision, based on submissions made
by staff and Senior Management.
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6.

It will not be a re-hearing of the evidence but concerned with procedural
integrity and whether the outcome was fair and reasonable. It will follow the
procedure as laid out above. The decision will normally be confirmed in
writing within 5 working days of the appeal hearing.

7.

The decision will be final.

NB:
a)
b)

c)
d)
e)

f)
g)

It must be made clear at the outset who will be the lead in presenting the
employee’s case to the Appeal Hearing – either the employee or the Friend.
If the employee has been dismissed without notice and re-instated on
appeal, the re-instatement shall take effect from the date of the original
dismissal and no loss of earnings shall be incurred.
No tape recording of proceedings is permitted.
Requests for adjournments by either party will be at the discretion of the
Chair and not unreasonably withheld
A notetaker will be in attendance of the proceedings and notes will be kept
for record purposes only and may be used in response to any subsequent
employment tribunal or legal action.
It is therefore the responsibility of the employee and/or ‘Friend’ to retain their
own notes of the hearing
If the Branch Secretary/President of a recognised trade union objects to a
specific member of an Appeal Against Dismissal Panel being on that panel,
the Trade Union should, in the first instance, raise this (via the Director of
Human Resources) with the Vice Chancellor and if agreement is not
reached, they may raise this (again via the Director of Human Resources)
with the Chair of the board of Governors.
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APPENDIX C
Suspension
1.

Where there appears to be gross professional negligence or incompetence
which might expose people or property to risk, a period of suspension with
pay may be imposed while the case is being investigated.

2.

Any suspension will be with pay, and any period of suspension will be as
short as possible. The member of staff will be told exactly why they are being
suspended, and that they will be called in for a performance hearing as soon
as possible. Suspension will not be used as a sanction before the
performance meeting. Suspension, in itself, is not a formal sanction.

3.

The Vice-Chancellor or, in the case of Professional staff, the Secretary and
Registrar, may suspend from duty on full pay any employee for a
performance issue that may constitute an allegation of gross misconduct or
for other good and urgent cause. The authority may be delegated to a
member of The Chief Executive Group (CEG). The suspension will be
confirmed in writing subsequently by the Director of Human Resources or
nominee

4.

Any employee suspended from duty will be informed in writing by the
Director of Human Resources (or designated nominee) of the reason for the
suspension and that the suspension will be on full pay. They will also be
advised as to what contact with the University will be permitted.

5.

The suspension will be for the shortest practicable time.

6.

During the period of suspension, the employee may request in writing
permission to attend the University, specifying his/her reasons. Such request
will be subject to the approval of the Vice-Chancellor or Secretary and
Registrar and will not unreasonably be withheld.

Right of Appeal against suspension: Any employee who has been suspended
for three weeks or more may appeal in writing to the Vice Chancellor against
the suspension. There will be no right of appeal if the employee has had
notification of a performance hearing.
Note:

The suspension against which an appeal is made shall continue to operate
pending the determination of the appeal.
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APPENDIX D
Definitions of Terms Used
“Poor Performance”

behaviour or performance that falls below the
required standard.

“Friend”

is a person chosen by the employee to accompany
him/her to a hearing and who is either a colleague
employed by the University or an employee or
official of a Trade Union. The Friend may present the
employee's case and confer with the employee but
will not be permitted to answer direct questions for
the employee.

“Line Manager”

is the person to whom a member of staff reports or is
directly responsible.

“Recognised Trade Union”

is a trade union formally recognised by the
University for the purposes of collective bargaining
(i.e.: The University and College Unions (UCU) and
UNISON).

“Senior Manager”

is the next level of Line Manager, or a CEG member

‘CEG’

Chief Executive Group.

18
University Policies and Regulations (UPRs)
© University of Hertfordshire Higher Education Corporation (2018)
HR19 – Managing Poor Performance-v01.0

