Analyzing Performance Problems
	Step 1:  Define the Performance Problem

	Description
	Questions to Ask Yourself

	Determining the performance discrepancy.  Describe the gap between what the employee is doing and what the employee should be doing.  You should be able to describe this discrepancy in specific, objective, and measurable terms. 
	How would you define the performance discrepancy, or gap between expected and actual performance?



	Identifying the extent of the problem helps you determine the amount of time and attention you should give to managing the performance problem.  Asking yourself some basic questions will help you with this part of the step.  
	What is the extent of the problem?



	Assessing the organizational impact. It is important to be able to tell the employee not only what is wrong, but also why the issue is important to you and the Agency – the impact of poor performance.
	What is the organizational impact?

	Step 2:  Identify the Reasons for the Performance Problem

	Description
	Questions to Ask Yourself

	There are many possible reasons for a performance problem.  Investigating possible reasons for the problem is a key step in understanding the person’s performance in preparation for resolving the problem.  Thinking through the problem systematically will help you identify the most likely causes.
1. Skill/Knowledge – Employees don’t know how to perform

2. Environmental Constraints: Something or someone prevents employees from performing

3. Motivation/Attitude: Employees do not want to perform or there are rewards or penalties that discourage them from performing.
	1. Is there a knowledge or skill problem?  
2. Is there an environmental problem?  

3. Is there a motivation or attitude problem?

	Step 3:  Identify Solutions for the Problem
	

	Description
	Questions to Ask Yourself

	Match the solution to the cause of the performance problem.  If you don’t do this, the “solution” will not address the real problem and bring about the change you want.  For example, if the cause of the performance problem is lack of motivation, then sending the employee to a training class may have no impact on the problem.
In fact, training is often used as a cure-all. However, while training typically helps resolve performance problems caused by skill and knowledge deficiencies, it may not impact problems caused by environmental or motivational factors.
	What are some solutions to address the cause(s) of the problem? 
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