
• Acknowledge improvement 
 
• Consider reduction of supervision / 

contact as improvement continues 
 
• Close out as required standard is 

achieved 

1. Identify the performance gap by reviewing 
performance expectations against performance 
outcomes 

Yes 

Is the performance improving? 
 

2. Meet the Individual 
• Describe the difference between agreed 

performance and actual performance 
and the negative impact it is having 

• Ask the individual for their views on what 
is causing the situation 

• Jointly plan time bound action based on 
the meeting and the root cause of the 
problem 

• Agree supports available 
• Set follow-up review dates 
• Both parties sign off on plan 
• Document the meeting and provide 

employee with a copy 

Beneficial to Resume steps 1, 
2 and 3? 
 
Assess if person can 
improve–has the skills etc but 
not the motivation to do so. 
 
Or 
 
Is incapable of improving-does 
not have the skills or motivation 
to improve 
 
Or 
 
Other underlying problem 

3. Follow through 
• Implement the agreed action plan 
• Monitor the situation and look for opportunities to 

support performance  
• Acknowledge improvement 

No 
 
Move to support processes 
as appropriate, Occupational 
Health, EAP, Rehab Policy 
 

Diagram 7.1 Managing Underperformance 

 
Move to support processes 
as appropriate, Occupational 
Health, EAP, Rehab Policy 
 

 
Move to Disciplinary Process 
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