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The outcome of the performance meeting is to assist, encourage and support all employees to achieve and to maintain acceptable performance standards in the work that they have been employed to do.
Prior to meeting
· Identify and understand the issues/ list in readiness to be able to explain the problem and what is/not acceptable e.g. consequence on faculty of missing deadlines/ impact on student experience
It is important to: 
· Deal with issues promptly, in constructive and proportionate way
· Meet in private, not in front of colleagues/ students
· Keep a record of the meeting (no note taker) and what has been agreed, including any agreed action plan/ targets
At meeting 
Explain the purpose of the meeting and that it is informal in nature. Refer to the capability policy to help you explain the process.
· At the meeting, clearly explain the current situation and explain why it is a problem, what is not acceptable e.g. the consequences for the business when the individual makes mistakes or misses deadlines/ consequence on faculty of missing deadlines and impact on student experience
· Give the individual specific examples of instances where his or her performance has fallen below the required standard or where tasks have not been completed on time or satisfactorily. 
· Present the problems/ provide feedback- any evidence (paperwork/ records/ specific examples of tasks that were not completed on time/ properly) be objective and factual.
· Give them specific examples of the support that has been given so far, such as any meetings, training etc.
· Emphasise any good performance or ask them what they enjoy about the job. This may help to make the discussion easier and reduce any defensiveness on their part.
· Ask for their response - seek their agreement that there is a problem with certain aspects of their performance.
· Explore reasons for the problem.  Ask them what they think the root cause of the problem is or explore any barriers or factors affecting performance

· Provide them with an opportunity to respond
· Consider any mitigating factors put forward, for example problems in their personal life.
· Give them an opportunity to take the feedback on board and improve
· Ask their opinion on how/ what they can do to improve performance

· Identify any coaching/ training needs

· Outline/ restate what is expected is terms of job duties, outputs, targets and standards of improvement expected.  Be precise- measurable standards that are consistent with standards achieved by comparable colleagues.  Avoid assuming that they know everything that is expected of them.
I expect you to…
I need you to …
Get them to summarise to ensure they have understood
Action plan- performance objectives
· Using the informal improvement plan template, seek to agree specific action points with the individual, details of which will depend on whether or not any specific cause of unsatisfactory performance has been identified.
· Agree a timescale for the improvement to be achieved that allows reasonable opportunity for improvement.  Set a date for review. 
· Schedule a follow-up meeting to review their performance and make sure that the meeting takes place.
· Arrange training where appropriate.
· Monitor performance throughout- meet for regular feedback sessions (being constructive and acknowledging progress but addressing expected improvements where progress has not been made)
· Encourage them to seek support/ guidance from you as line manager at any time
Conclude
· Summarise main points

· Anything further to add/ any further comments

· Check their understanding of expected improvements
· Ensure the individual understands what will happen at the end of the plan if performance is not satisfactory or is satisfactory.
· Keep a record of the meeting (no note taker) and what has been agreed, including any agreed action plan/ targets
Review 
Build in a review period and agree the timeframe
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