Analyze the Problem Employee’s Performance

	Action
	Specific

	1.
Describe It

Actually write it down objectively specifically


	

	2.
Identify Its Cost

(Sometimes irritating behaviors should be tolerated, if there is little cost)

· Lost or sick time payments

· Cost of errors

· Lower productivity

· Workers comp. costs

· Team morale

· Excessive time demands on manager


	

	3.
Gather Documentation

· What evidence do we have?

· What testimony?

· What reports?


	

	4.
Look At Your Own Performance

· Where have I failed?

· How have I contributed to this person’s failings?


	


