
Top 10 Tips For: 
Managing Poor Performance
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Have a disciplinary and capability policy 

Clear, concise and specific. It should be easy to understand for both team member and 
manager. 

Understand what poor performance is
Are they a slow worker or inflexible? Do they fail to meet the standards you expect or 
fail to establish good working relationships? Make sure your staff are aware of what 
is expected of them in all areas of their job, otherwise how will they know they aren’t 
performing.
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3 Is it their development opportunity or yours?
You should consider the reason for the poor performance, you need to be sure that you 
have given the individual all the tools they need to do the job before pointing the finger. 
Have they had sufficient training, is the time frame reasonable, are they aware of what 
is expected, are others performing in the same way?

4 Prevent it.  Be proactive rather than reactive
Plan to attract and retain the best talent out there. Ensure you are recruiting the 
right people for your business, onboard them properly, train them sufficiently and 
consistently review performance. Drive great performance and poor performance will 
become less and less common.

5 Be prompt, don’t wait
The phrase ‘nip it in the bud’ comes to mind. If you spot a performance issue, deal with 
it as quickly as possible, odds are the individual doesn’t come to work to deliberately do 
a bad job. It’s best for all parties to be on the same productive page.
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Be positive, not negative
Be careful not to be negative, you want the person to improve not lose motivation. This 
is an opportunity for development and to show that they can do the job and that you 
want to support them through that.

Follow a fair process
It goes without saying that you need to ensure that any performance management is fair 
and consistent across the business. Legal compliance, consistency and fairness have to 
be at the heart of any process.
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8 Use a development plan initially
This can be used to help develop the performance to get it to an appropriate level 
through training, coaching, mentoring and any other helpful assistance to ensure they 
have all the skills they need to meet the required standard.

9 If that doesn’t work, use the PIP
The Performance Improvement Plan (PIP) is needed when despite these interventions 
the individual is still not performing at the expected standard. This sets clear 
expectations and deadlines which will result in formal warnings progressing up to 
dismissal should these not be met. Sometimes, unfortunately the person and the job 
just aren’t compatible. 

10 Review, Review, Review
The importance of reviewing performance issues cannot be overstated. Whether they 
are in a formal process or not, if you take your eye off the ball that’s when problems 
arise. Try and have a culture of performance review, this will act as prevention and also 
allow for honest conversations to be had promptly. If you don’t look, you won’t see.
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This information is intended as a general overview and 
discussion of the subjects dealt with. 
For up-to-date and specific advice please contact us.


