PERFORMANCE COUNSELLING: DISCUSSION PLANNER

Background:


Employee:
________________________________


Situation:
________________________________

Steps:

1. Describe the poor performance and its impact

“I hear/see………”  “As I see it, this will affect us because…..”

Show respect for the

employee – play the


ball, not the person 


Use “I” statements

Be specific

Be sincere 

Influence without

becoming defensive


Show concern



Avoid “you”



2. Seek the employee’s input to the problem
“I’d really like your help in solving this problem”.

Show respect for the

employee – play the


ball, not the person


Use “we” statements



Emphasise the need to

solve the problem



[If this is a Follow-Up Discussion] point out the consequences for the employee if the problem is not rectified.

_________________________________________________________________________________
3. Discuss the causes of the performance problem

“How do you see the situation?”  “What do you think are the causes?”

Establish open, honest

two-way communication



Show respect for the
employee – play the ball 

not the person


Use open ended 

questions – “what”, 


“how”, “when” etc



Be patient but persistent 


(ask “why” x5)



Use “I” statements



Use responsive listening



Show concern





4. Develop possible solutions

“That idea has potential”; “what other solutions could there be?”


Ask for the employee’s

solutions first



Be sincere


Be patient but persistent



Provide constructive and 


supportive feedback



Note down and recap 


possible solutions


5. Develop the action plan

“Let’s agree an action plan?”

Identify the most likely 

solution


Influence without 


becoming


bossy

Confirm actions the 

employee must take


Identify help that you

will provide


Check employee under-

stands/accepts the plan
_________________________________________________
Express confidence 
in the employee’s
_________________________________________________
ability to fulfil the plan


6. Agree on a review date

“So how about we meet on ____________ to check progress”.

Suggest an appropriate

time and date


Influence without 

becoming bossy


Confirm/write down 

agreed date



Repeat confidence in 

employee’s ability to 



fulfil the plan

