Informal Meeting Checklist

(Read ‘Stage 2: The Informal Approach’ in the Book)

· Let the employee know why you want to see them and follow up with letter / email confirming date, time, venue and details of the performance issue.

· Gather all the facts and identify specific examples prior to the meeting.

· On the day of the meeting ensure the meeting space is appropriately prepared.

· Settle the employee down with some general chat.

· Explain the discussions will be private but that you will want to produce an action plan from the meeting.

· Explain the problem.

· Outline the performance standards which are not being met.

· Describe the impact this is having on the Company / Department / Colleagues / Customers etc.

· Discuss and clarify until the employee understands the issue.

· Allow the employee to respond.

· Note their explanation.

· Ensure you are clear on what they are saying.

· Try to agree with the employee what is causing the performance problem and determine whether this is a capability – competence, capability – health or conduct issue (or treat as a grey area if it is not clear).

· If you come to the view this is a conduct issue, decide whether it is sufficiently serious for you to stop the meeting and arrange an investigation.

· Agree what actions are to be taken now to resolve the issue (these are likely to be dependent on the category of the problem).

· Agree what the employee should do now.

· Agree what the company will do now to support the employee.

· The timescales in which the performance improvement should be delivered.

· The review date for the next informal meeting.

· After the meeting :

· Complete a Performance Action Plan and send to the employee (ask them if they disagree with anything in the Plan and discuss with them if they do).

· Put key dates into your diary – review meetings, dates to check sickness absence etc.

· Organise and implement any specific actions you have agreed to as quickly as possible.

· Monitor the performance of the employee against the agreed Performance Action Plan.

· Feedback how they are doing to the employee either casually day-to-day or through further informal meetings.
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