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5 Things you should know about Performance Management. 

1. How do you know that someone isn’t performing?  It’s important that you don’t just 
“think” or “feel” that someone isn’t performing, as it needs to be based on fact. Facts 
can be based on not delivering or meeting targets or objectives or facts can be based 
on feedback with examples of the poor performance from others working in the 
business or even from external customers. 

2. Once you start to either see this poor performance or hear about it from others as 
noted above, it’s important that you address the issues immediately. Don’t ignore it 
and hope that it will go away, because unless the person knows that what they are 
doing is unacceptable, they don’t have the opportunity to do anything about it. These 
are always difficult conversations to have, so make sure you go into the conversation 
prepared. This may mean that you have to tell the person who the feedback has come 
from if relevant and you must give examples of the poor performance. So, if it is that 
they have been rude to a customer, then you need to give the customers name and 
the feedback received from that customer. If it’s that they have not met a target or an 
objective or a deadline then be specific about exactly what it is they have failed to 
achieve. 

3. Once you have given them the details about the poor performance, you need to ask 
them why they think this has happened and be prepared to listen.  There could be a 
very plausible reason why the incident has happened, or it could be they tell you that 
they didn’t know of the target or the deadline.  Finally, it could be that they have some 
problems at home at the moment and they are finding it difficult to concentrate on 
work. Just listen and take notes, using this time to think about what you can do to 
address the problem. If there are issues which you need to address, then address them, 
as this will then mean they can perform to the required standards as the excuse has 
been removed. If the reasons for them not performing are of a more personal nature, 
ask them what you can do to help and support them through this difficult time. It might 
be that they need to change their hours for a short period of time or that they need to 
go to a counselling appointment once a week and have a little time off. What’s 
important here is that you agree a plan that the business can support and in return 
you expect to see the required improvements.  

4. Put it in writing – whatever you have discussed and agreed should be written up. This 
doesn’t have to be in a formal letter but an email at least that can be referred to by 
both parties in the future if necessary.  

It’s important that this letter reflects accurately what was discussed and agreed. I 
would suggest that someone such as an HR professional checks this letter/email 
before it is sent to the individual.  
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5. It’s now your responsibility to keep an eye on things. Have they improved? If so, then 
that’s great. If not, what are you going to do next? Sometimes these informal 
approaches to performance management can be very successful as they can “nip” 
minor problems in the bud. However, on occasion a more formal process may be 
needed where targets and improvement objectives are set, often known as a PIP 
(Performance Improvement Plan) with agreed deadlines which need to be monitored 
on a regular basis and documented as part of a formal performance management 
process. I would suggest that if you get to this stage, you may need the support of an 
HR professional.  

It’s a myth that you can’t dismiss people for performance, you can, but only if you have 
followed the right process and have communicated this process clearly to the person 
and given them the time and support needed to improve. Careful and good record 
keeping is key to the successful dismissal of an employee for poor performance.  

I should point out that it’s never plain sailing when dealing with poor performance 
issues. The reason for this is that you are essentially saying that someone is not 
performing well in their role, and this can provoke a number of different reactions from 
people. Some can become very defensive and angry; some can get very emotional, 
and some can just decide they can’t face the process at all and get themselves signed 
off work by a DR as “unfit for work due to stress.” These types of reaction are common 
because no one likes to hear they are not doing well and fundamentally people want 
to go to work to do a good job. This is why it’s important to have professional help and 
support throughout this process. An experienced HR professional will have seen and 
dealt with all of these reactions and will know exactly how best to deal with them to 
minimise the risks of the process not being followed to a successful conclusion for both 
parties; either the person improves, or the person is dismissed.  

 

 

 

 

  



 
 

 
4 

 

We are Meraki HR. 
We provide the perfect blend of practical and professional HR solutions that work for 
your business and for your bottom line.  

Working with us will enable you to improve employee engagement, your culture, 
people processes and procedures, which in turn will help you to deliver your business 
goals. And we do it all with our special touch of ‘meraki’. 

Your people are your greatest business asset. Knowing how to recruit, manage, 
develop and retain them is key to your success. 

 

To find out how we can help you, please contact us: 

 

 

 

 

 

 

 

 

 

Your People | Our Passion | Your Success 
 

hello@merakihr.com 

01865 648548 

www.merakihr.com 

Book a call with Meraki HR 
 

Meraki HR Solutions Ltd. Co Reg No: 9303957 
Address: Unit 3 Bignell Park Barns, Chesterton, Bicester OX26 1TD 
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