	RESOLVING UNSATISFACTORY PERFORMANCE
A Initial Assessment Template
	



	[bookmark: _GoBack]Name:
	

	Manager name:
	

	Date:
	



	SECTION ONE:	DESCRIPTION OF EMPLOYEE ACTIONS

	List the exact actions/behaviours of the employee that have resulted in unsatisfactory performance

	



	SECTION TWO:	ASSESSMENT AND ANALYSIS OF UNSATISFACTORY PERFORMANCE

	Initial questions – Answer the following to decide what areas are contributing to the unsatisfactory performance
NOTE: If you tick yes to Q1 and either Q2 or Q3 you need to complete section 3.1.
If you tick yes to Q2 and Q3 you need to make a decision as to the most applicable area that is contributing to the unsatisfactory performance and complete the questions in that section.

	
	YES
	ACTION TO BE TAKEN BY MANAGER
	NO
	ACTION TO BE TAKEN BY MANAGER

	Q1.	Did the employee intentionally cause uncalled-for risk or harm?
	
	Refer to Managing Misconduct (Link)
	
	Discuss and ensure the employee is aware of the potential risk or harm.

	Q2.	Was it possible for the employee to follow rules, procedures or directives?
	
	Continue to next question
	
	Investigate – What prevented the employee in doing so?

	Q3. 	Did the employee know the expected outcome they are required to deliver?
	
	Discuss and ensure employee is aware of the outcome required
	
	Investigate – Why did the employee fail to know?



	SECTION THREE

	3.1 	Duty to avoid causing unjustifiable risk or harm (general duty)

	
	YES
	
	NO
	

	Q1a.	Did the employee intentionally set out to cause harm, be it potential or actual?
	
	Refer to Managing Misconduct (Link)
	
	Continue to Q1b

	Q1b.	Was the employee aware their behaviour may cause harm?
	
	Continue to Q1c
	
	Continue to Q1d

	Q1c.	Was the harm acceptable under the circumstances?
	
	Support the employee on this occasion
	
	Refer to Managing Misconduct (Link)

	Q1d.	Did the employee fully appreciate the potential risks associated with causing harm?
	
	Refer to Managing Misconduct (Link)
	
	Continue to Q1e

	Q1e.	Should the employee have known the potential risks associated with causing harm?
	
	Refer to Resolving Unsatisfactory Performance Informal  Resolution
	
	No further action

	
	
	
	
	

	3.2	Duty to follow a rule, procedure or directive

	
	YES
	
	NO
	

	Q2a.	Was the employee aware that they were breaking a rule/procedure or not following a directive?
	
	Continue to Q2b
	
	Refer to Resolving Unsatisfactory Performance Informal Resolution

	Q2b.	Did the organisation benefit from the employee breaking a rule/procedure or not following a directive?  ***
	
	Support the employee on this occasion
	
	Continue to Q2c

	Q2c.	Did the employee in good faith believe that breaking a rule/procedure or not following a directive was of little importance or even acceptable?
	
	One- Off = Refer to Resolving Unsatisfactory Performance Informal Resolution
Repetitive = Refer to Resolving Unsatisfactory Performance Formal Resolution
	
	Refer to Resolving Unsatisfactory Performance Formal Resolution

	*** You are a medical practitioner and on the way to work you see someone collapse on the side of the road, you stop and offer assistance until the Ambulance arrives. You are now late for work and have missed an important meeting.

	
	
	
	
	

	3.3	Duty to produce an outcome

	
	YES
	
	NO
	

	Q3a.	Did the organisation benefit from the employee not delivering the expected outcome? ***
	
	Support the employee on this occasion
	
	Continue to Q3b

	Q3b.	On this occasion is it ok that the employee did not deliver the expected outcome?
	
	Accept outcome
	
	Investigate the root cause.
Minor failure = Refer to Resolving Unsatisfactory Performance Informal Resolution
Moderate to significant failure = Refer to Resolving Unsatisfactory Performance Formal Resolution

	*** A team member has a deadline that will impact the whole organisation and they are not going to make the deadline. You stop what you are doing and help your work mate and now you have missed a deadline. Your deadline has an impact on a report that your manager is writing. 
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