
Performance Improvement Discussion Job Aid

	The following guidelines will give you tips on what to do before and during a coaching session.

	Before the Discussion

	Plan the session
	· Conduct your performance analysis.

· Define the problem.

· Identify the reasons for the problem.

· Identify possible solutions.
· If you suspect that formal action may be required later, contact your HR Advisor. 

	During the Discussion 

	Set the climate

	· Hold the discussion in a private location. 
· Establish a relaxed, non-threatening atmosphere. 

· Give the employee your undivided attention. 

· Explain the objectives for the discussion and their value to the employee.

	Step 1:  Define the problem
	Give

· Specify the problem (i.e., the gap between current and expected performance).

· Highlight the impact or consequences of the performance or behavior.
	Get

· The employee’s reaction to the problem
· Use open-ended questions and listening skills.
	Merge

· Reach agreement on the problem.

	Step 2:  Identify the reasons for the problem
	Get

· The employee’s ideas about the reasons.
	Give

· Communicate your ideas about the possible reasons for the problem.
	Merge

· Reach agreement on the reasons for the problem.

	Step 3:  Identify solutions for the problem
	Give

· Communicate your ideas about possible solutions.
	Get

· The employee’s ideas for solutions
	Merge

· Agree on mutually acceptable solutions.

· Agree on what steps the employee will take to improve or change performance and what you need to provide.


	During the Discussion, Continued 

	Close the discussion
	· Summarize what has been discussed and agreed upon. 

· Give the employee a chance to provide additional input.

· Express your commitment to the employee’s growth and success.

· Check that all of the employee’s concerns have been addressed.


NOTE:  If you are working with a performance problem, make sure you document the discussion.
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