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Performance Management Checklist
	1. Ensure that all employees have position descriptions (section 1.2) with performance indicators and measures.
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	2. Check that the employee has had training (if appropriate) in the performance area of concern. Review the Managing Poor Performance Process Overview.  If unsure contact EQ Consultants.
	

	3. The Manager becomes aware of the performance issue and meets with the employee on an informal basis.  At this time the issue needs to be highlighted together with the expected level of performance. Any explanation or training issues should be explored.
	

	4. If the performance issue continues the Manager should formally invite the employee to a meeting using the Performance Meeting Invitation letter.
	

	5. Prior to the meeting the Manager should review the Performance Improvement Plan.  Complete the first two columns prior to meeting with the employee.  The first column should contain all the areas of concern but ensure they are work related issues.  The second column must compare to other employees in the same work areas (this is to ensure consistency of treatment).
	

	6. Review the Formal Interviews with Non-Performers Checklist. Follow up with First Written Warning letter.
	

	7. If all the standards for improvement have not been met, use the Second Performance Meeting Invitation letter. Follow steps 1 to 8 Formal Interviews with Non-Performers Checklist again.  Follow up with Final Written Warning letter.
	

	8.  If all the standards for improvement have not been met, use the Final Performance Meeting Invitation letter. Follow steps 1 to 8 Formal Interviews with Non-Performers Checklist again.  Once the meeting with the employee is concluded write the Termination With Notice letter.
	

	9. Refer to Section 1.1 for Exit Information.
	



