	Performance DiscussionsPopcorn & Performance:
Managing Poor Performance

Identifying the performance issues
Ask yourself these questions:
· What is the specific problem? Include examples and data
· What job expectation is the employee not meeting?
· Does the employee know these expectations?  Is it in their planning stage?
· When were these expectations last discussed or reinforced?
· What is the impact to the department if expectations aren’t met?
· Have I spoken to the employee about these issues before?  If so, review dates and documentation from these discussions.
· Is there a pattern of poor performance or disciplinary action for this employee?  Is the current issue different?
· Are other employees having the same issues or is it just this employee?

Preparing for the performance discussion
Plan what you will say and establish objectives of the discussion:
· Advise the employee of current performance and how it differs from expectations.
· Ask them to improve future performance to meet objectives.
· Offer them support in making this adjustment.
· Explain any consequences of not improving performance.
· Answer the employee’s questions about the situation.
· Keep good notes of the discussion for your records.

Leading the performance discussion
Step 1 – State the problem clearly
Step 2 – List briefly any prior discussions (if relevant)
Step 3 – Ask to hear employee’s side
Step 4 – Highlight the business impact
Step 5 – Offer support where appropriate
Step 6 – Next steps and follow-upStaff & Faculty Relations Contacts
Derek Ekaitis – dekaiti@clemson.edu
Joy Patton – joyj@clemson.edu  
Jennifer Ray – ray9@clemson.edu 
Lindsey Smotherman - lsmothe@clemson.edu
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“Kernels” of Advice for Talking About Poor Performance
	────	
Provide consistent feedback
────
Address poor performance in a timely manner
────
Document the issues in writing
────
Provide specific examples
────
Watch and listen for code words
────
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