University of Essex

Quick Guide

Managing performance: why, what, how?

Why itmatters...

Raising performance issues can be daunting
butwhere you are in a position to support
someone reach their potential, it is
important to doit.

Strugglingto performand meetdeadlines
can beasignificantcause and sign of stress —
we cannot help people ifwe don’taddress
this.

For the University to meet its objectives,
everyone needs to be performing to the best
of their ability

Therecanbeanimpactonthewiderteam
and on morale where issues are not
addressed

Whatdolneedtodo?

Whenever someone is struggling to meet the
requirements of theirrole, itis important to
stepinand offersupport. Dothisassoonas
you see anissue ratherthantryingto give
them more time to recover on their own.

Havingachancetodiscusstheissues, andto
applyastructuredapproach (outside ofthe
formal procedure) with timescales and
reviews, can makethedifferenceingetting
someone back on track. If this is not
successful, therewillbe aneedtomoveto
the formal procedure (with HR support).

Approach the conversation as giving
someone the chance to open up rather than
telling someone they are not meeting the
standard.

How itworks

Informal

Review

Y

Formal

Actionshouldalways begin
informally.

Clarity is key —set outthe
requirements, give
examples ofthe problem,
explain what needs to
happenandbywhen. Usea
PIP or similar record.
Consider what supportand
developmentis needed.

Arrange regular reviews to
discuss progress.

Always make and share
written records — it is
difficult to take in
everything at a meeting.
Encourage the individual to
contact you for any
guidance — or for them to
have a mentor and/or
coaching.

Objective is to resolve the
issue and notto dismiss.
The formal procedure is
necessarywhereinformal
action has notbroughtthe
improvement neededand it
may help to focus minds
Therearethree stages—
first formal warning, final
written warning, dismissal.
Always getadvice from HR
—theywillsupportatevery
stage, informal and formal.

Contact your Senior Employee Relations Adviser/Employee Relations Adviser for support.
For more Quick Guides go to 'People Strategy in Action’

Capabilityprocedureandguidance



https://moodle.essex.ac.uk/course/view.php?id=6453&amp;section=3
https://www.essex.ac.uk/-/media/documents/directories/human-resources/capability_procedure.pdf
https://edrm.essex.ac.uk/reporting/PIP/Pages/Default.aspx

Howwilllknow | have gotit
right?

Tackling performanceissuesisnotalwayseasy,
but it should lead to:

+ Restored confidence and arenewed sense of
self worth.

« Areduction in stress and anxiety.

+ Performanceatthelevelthattheindividualis
capable of.

« Anditwillcontribute to astronger University
performance.

How might someone react?

Denial: they may not want to admit they are
struggling or having problems. Thisiswhereitis
important to stick to the evidence and invite
them to come forward with their own. It may be
useful to give them time to reflect and meet
again soon after.

Anger/upset:discussingtheseissuescan
generate a lot of emotion —itis important to
recognise thatthisis notunusual while also
responding calmlyandfocusingonaddressing
the issues.

Challenge to the requirements: While it is
reasonable to be opento considering deadlines
and workload, itis also importantto maintain
the standardsthatare expected ofthatrole and
to be clear where deadlines are not negotiable.
Youshould setoutthe requirementsinwriting
after the meeting.

Wherethere hasbeenadifficult meeting, you
should follow up important points in writing
afterwards—thisisimportantastheremayhave
beensome misunderstandingindiscussion.
Always offer to meet again when they have had
a chance to reflect and calm down.

Tipsfordiscussing
capability

Make sure you are clear about
the requirements and have
examplesofwherethereare
problems.

Be ready for the individual to
respondemotionally—thisisa
natural partofcomingtoterms
with the fact that there is an
issue. Don’t respond defensively
or let this put you off.

Explore whetherthereare any
factors affecting the individual’s
performance e.g. health issues,
worriesoutside ofwork, through
open questions.
Whenthediscussionends, havea
clear planfornextstepsandthe
next meeting.

Remember:the outcome will

ultimately be positive evenifit
doesnotfeellike thatinitially. J

Contact your Senior Employee Relations Adviser/Employee Relations Adviser.

For more Quick Guides go to 'People Strategy in Action'

Capabilityprocedureandguidance



https://moodle.essex.ac.uk/course/view.php?id=6453&amp;section=3
http://www.essex.ac.uk/hr/policies/docs/capability_procedure.pdf
http://www.essex.ac.uk/hr/policies/docs/capability_procedure.pdf

