Performance Meeting Guidelines


A Model for Discussing Less than Desired Performance

Instructions:  Use these guidelines to help you prepare and keep you on track during a performance discussion. This form may be used with the Performance Discussion/Meeting Worksheet. The same model applies for both informal coaching sessions and written corrective action if applicable after you have met with the employee. Retain notes of the discussion in your supervisory file and reference them when writing any formal corrective action. (Note: supervisory file is subject to informal and/or open records requests)
Before the Meeting

· Prepare a script - Use notes or Performance Discussion Worksheet. Include the business impact of the behavior or performance. Provide constructive and positive feedback.
· Consider next steps - Weekly one-on-one meetings, progress and follow up check-in dates, performance improvement plan (PIP), consequences and level of corrective action, or more training. 
Opening the Meeting
· State reason for the meeting - Acknowledge successes, clarify areas of improvement and provide alternatives on how things could have gone better, remain focused and stay on course, allow feedback that is relevant and redirect employees if they derail, blame others, give excuses, or discuss other employees. 
· Cite any previous performance meetings and any outcome - What is or is not working. Give examples and constructive or positive outcomes e.g. “We have been meeting and you haven’t improved unless you are reminded daily.”
· Restate or clarify the job expectation
· Present the facts of the actual performance - If facts are in dispute, you may need to postpone the meeting for further investigation.

· Explain business impact - How is employee’s performance impacting the department?
Getting to Agreement
· Ask employee for their thoughts and feedback - Be fair and respectful, employee may need more time.  
· Ask employee what they think is causing the problem
· Ask employee for their solution to the problem - Evaluate together, determine if realistic, and identify barriers. 
· Listen to the employee’s response and confirm any planned next steps or action - Consider response, Is the employee admitting responsibility? Is there new information to reconsider next steps or action? Realize extenuating circumstances and confirm appropriateness of action.

· Gain the employee’s agreement to meet expectation - Encourage participation. Does employee accept, disagree, refuse or response is unclear? If unclear, consider a separate meeting. Does employee disagree or is it refusal which means the employee clearly states “no.”  If refusal consider alternative next steps or corrective action.
Closing the Meeting
· Thank the employee - Encourage a positive course and communicate your common goal of support and desire for their improvement.
· State next steps and actions - Follow up plan, weekly meetings, progress check-in dates, performance improvement plan, or consequences or level of corrective action.
· Provide specifics - More meetings or training, more communication, more check-in, explain outcomes if performance improves, terms of PIP or corrective action (not disciplinary but to help correct performance/behavior), impact to pay (such as merit increase, etc.).
· State timeframe - When will action be provided and date of any planned follow up.
After the Meeting
· Prepare applicable next steps - Use Performance Discussion/Meeting Worksheet or meeting notes.  
· Have any planned action document reviewed as appropriate - PIP, corrective action letter.
· Deliver planned action document - Provide timely to employee and copy to file as promised.
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