
 

Decide on appropriate action if performance remains below expectations. 
This may involve a further meeting, a Second Written Warning, a Final 
Written Warning or Termination.  
 
Prior to termination, ensure you have made every attempt to address the 
issue(s), and have given the employee adequate opportunity to 
improve/rectify.  
 
This includes allowing them enough time to address the issue. Length of 
service should also be taken into account (i.e. more opportunities should 
be provided to longer term employees) 

Meet monthly to follow up & review 
Performance Improvement Plan.  

 

Formal counselling - meet and agree on 
Performance Improvement Plan and timeline 
to address behaviours. Offer a support person 
to the employee. Refer to Performance 
Improvement Plan document and issue a 
Formal Written Warning. 
 

 

Conduct an informal counselling meeting to 
discuss matter. A verbal warning may be 
appropriate.  
 
 

 

Employee participates in 
regular performance appraisal 
cycle.  
 
Unsatisfactory performance 
may be identified as part of 
this process, or separately.  

 

If Unacceptable/Unsatisfactory  
performance issue is resolved, 
return to normal performance 
cycle.  

 
If not, move to Step 2 & 3 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Does the issue continue? 

If poor performance issue is 
RESOLVED, return to normal 
cycle. If not, move to Step 4 

Unsatisfactory performance is identified e.g. 

• Failure to follow policy or procedure  

• Poor performance 

• Poor attitude 
 

 

STEP 1 

STEP 2 

STEP 3 

STEP 4 

START HERE  

Managing Unsatisfactory Performance 

Does the issue continue? 
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