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Handling poor performance
Keeping track of your employees’ performance — both when it’s good, and not so good — will help keep your
business running smoothly and help your employees to meet the requirements of their role.

What is a performance management plan?
A performance management plan is effectively a process for what you’ll do if an employee is not performing
at an acceptable level.

In most cases, having regular performance appraisals (/hiring-and-managing/getting-the-best-from-
people/performance-appraisals/) and informal catch ups with your team will be enough to keep things on
track. But occasionally you might need to take it further, and this is when your performance management
plan comes into play.

Knowing in advance what steps you need to take means you can act quickly to help your employee get back
on track.

Use the tasklist and checklist on this page to help you avoid these common
mistakes.

These will also provide a record of what's happened.

Managing poor performance – the step-by-step process
If you’re concerned about an employee’s performance, this process will help you work out what the issues
are, and put a plan in place for improvement.

The steps and suggested timeframes are outlined below, and also in these handy guides:

Performance management plan - checklist [DOCX, 54 KB] (/assets/Uploads/Documents/performance-
managment-plan-checklist.docx)

Performance management plan and timeframes – task list [DOCX, 177 KB]
(/assets/Uploads/Documents/performance-management-plan-task-list.docx)

Performance management plan and timeframes – task list [PDF, 84 KB]
(/assets/Uploads/Documents/performance-management-plan-task-list.pdf)

Managing performance issues (external link) (https://www.employment.govt.nz/workplace-policies/employee-
performance/managing-performance-issues/) — Employment New Zealand

Step 1. Identify the issues

Start by clarifying what the issues are:

Check the employee’s job description to confirm the agreed performance standards.
Check the clause in their employment agreement about poor performance.
Identify where they are failing, meeting and exceeding expectations.
Think about any training or support they’ve had, or anything extra you could provide to improve their
performance.

Step 2. Arrange a meeting

Request a meeting with your employee. The meeting request should:

be in writing (an emailed meeting invite is acceptable)
state that the reason for the meeting is to discuss performance
state that the employee can bring a support person with them to the meeting.
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Step 3. Meet with the employee

At the meeting, discuss the employee’s overall performance, and outline the areas of concern — relating it to
the agreed standards in their job description.

Allow them to respond, and consider any contributing factors, e.g. personal issues or whether they think they
haven’t had sufficient training.

After discussing the issues, agree what the acceptable standards will be going forward, and what needs to
happen for your employee to achieve them, including what training or support you’ll provide. Agree when
you’ll meet again to review their performance — around two months should be about right. You should also
let them know what the potential impact will be if they don’t meet them, e.g. you may issue a formal
warning.

After the meeting, document the performance agreement — put a copy in the employee’s personnel file
(/hiring-and-managing/managing-people-day-to-day/personnel-files-and-record-keeping/) and give a copy to
the employee for their reference.

Step 4. Track their progress

During the period between the first meeting and the review, document anything related to the employee’s
performance, e.g. any training or support you provide, dates when performance is particularly good or not up
to standard.

Step 5. Meet to review progress

Set up the follow-up meeting for the agreed date. Again, you should do this in writing, and let the employee
know they can bring a support person with them.

At the meeting, review:

whether the agreed performance standards have been met
if there are any areas still needing improvement
the significance of any areas still needing to improve.

Based on the review, you can:

agree performance has improved to an acceptable level and take no further action
repeat the performance management process until performance is acceptable
issue a formal warning (/hiring-and-managing/managing-people-day-to-day/managing-misconduct/) in
line with the disciplinary process.

Document the outcome of this meeting and put a copy in your employee’s personnel file, and provide them
with their own copy.

Common mistakes
To reduce the risk of a personal grievance, don’t fall into these common traps:

not recording the outcomes of the meeting or sharing them with your employee — this is important to
make sure you’re on the same page
not documenting performance between the initial meeting and the review meeting — you need to have
evidence if they’re not improving, and that you’ve done what you said you would
not providing the support or training your employee needs to do their job properly
not allowing them to, or forgetting to tell the employee that they can bring a support person to
meetings to discuss their performance.

Dismissal or termination (/hiring-and-managing/ending-employment/dismissal-or-termination/)

Rating form

How helpful was this information?

Rate this

 1 Star
 2 Star
 3 Star
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 4 Star
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Additional comments

Submit
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More  More

Tips for great health and safety talks

(/risks-and-operations/health-and-safety/great-toolbox-talks/#e1663)
(/risks-and-operations/health-and-safety/great-toolbox-talks/#e1663)
Check it out
(/risks-and-operations/health-and-safety/great-toolbox-talks/#e1663)

Common business milestones

(/getting-started/business-planning-tools-and-tips/common-business-milestones-and-how-we-can-help/)

Highs, lows and speed bumps — here are 20 milestones small businesses often face, plus tips and tools to
help.

(/getting-started/business-planning-tools-and-tips/common-business-milestones-and-how-we-can-help/)
Check it out
(/getting-started/business-planning-tools-and-tips/common-business-milestones-and-how-we-can-help/)
(/compliance-matters/)

Use this tool to find out which laws apply to you and your business — and save valuable time.

(/compliance-matters/)
Start your search
(/compliance-matters/)

Help Kiwi businesses like yours

(/join-us/be-part-of-our-customer-group/)

Your thoughts and experiences can help us shape the content and resources on this website.

(/join-us/be-part-of-our-customer-group/)
Join our customer group
(/join-us/be-part-of-our-customer-group/)
(https://wpb.business.govt.nz/workplacepolicybuilder/learningAndSkillsDevelopment/whyWeHaveThisPolicyLearning)

Workers of all ages benefit from learning and updating their skills and knowledge. It’s good for your business
too.

(https://wpb.business.govt.nz/workplacepolicybuilder/learningAndSkillsDevelopment/whyWeHaveThisPolicyLearning)
Create your own training policy
(https://wpb.business.govt.nz/workplacepolicybuilder/learningAndSkillsDevelopment/whyWeHaveThisPolicyLearning)
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