
Best Practices of Performance
Improvement
• Poor communication, unclear or contradictory information.
• Poor or no training.
• Lack of clarity regarding standards
• Wrong recruitment
• Extremely lenient supervisory style

Causes of Poor Performance

• Recognition
• Informal Feedback
• Constructive Correction

Performance Improvement Actions

Recognize early and often!

Naming the performance problem 
Person-focused
Words that refer to characteristics

Behavior- focused
Observable and measurable behavior

Informal Feedback Techniques
Re-training 
Step 1: What are the specific steps of the 
task being done incorrectly.
Step 2: Demonstrate how you expect the 
task to be performed. 
Step 3: Watch the employee do the steps again.

Re-direction
Step 1: Mention the goal/objective that is not being 
met or may be a�ected by the non-compliance.
Step 2: Ask the employee what impedes him/her 
to fulfill the objective.
Step 3: Reinforce the importance of correcting 
the behavior in relation to the goal.
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Job restructuring
Step 1: Ask the person how they perform the task.
Step 2: Establish the new step you need to be performed. 
Step 3: Verbalize how you will follow up.

1.  Explain the reason for the meeting.
2. Point out the observed behavior.
3. State consequence (actual or potential).
4. Ask questions to gather more information.
5. Establish the expected behavior.
6. Encourage to find a solution to prevent the behavior 
   from repeating itself.
7. Listen without interrupting or reacting non-verbally.
8. Find out more information if needed by asking questions
9. Indicate the next action to take if the behavior repeats itself.
10. If appropriate, set a date for a follow-up meeting.
11. End the discussion on a positive note.

11 Steps of Corrective Feedback Conversation
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