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Managing Poor Performance & Discipline
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Two-day course to enable individuals to:

· prevent performance problems occurring

· respond effectively to performance issues

· balance the rights of individuals with organisational needs

· counsel for improvement

· conduct professional disciplinary interviews

· comply with current legislation and best practice
Preventing Performance Problems
Communicating effectively with staff

Setting and agreeing performance standards

Recognising the causes of performance 
problems

Dealing with problems objectively 

Being fair and reasonable

Probationary Reviews
Managing during the probationary period

Conducting probationary reviews 

Extending probationary periods

Counselling for Improvement
A six-step counselling model

Counselling the underperformer 

Dealing with resistance and anger

Agreeing solutions

Handling Difficult Situations eg:
Lateness and absence from desk

The person who says one thing but does 
another

Lethargy

Saying “no” to a reasonable staff request

Resentment

Under performance, incompetence

Business versus personal needs

Giving Constructive Feedback
Handling staff who abuse procedures eg:
- Dress code abuse

- Internet abuse

- Email abuse & personal telephone calls

Handling Sickness
Legal requirements

Repeated short term sickness

Return to work interviews

Dealing with short-term absence 

assertively but empathetically


Complying with Procedures and Legislation
Corrective not punitive

Legal requirements, company procedures

Avoiding constructive dismissal

Avoiding unfair treatment of staff

Following ACAS guidelines

Conducting Disciplinary Interviews
Dealing with staff fairly

Conducting an investigatory interview

Deciding whether to take action 

Determining the level of warning

Following the correct procedure 

Misconduct & Gross misconduct

Fair versus unfair dismissal

Improving performance 

Avoiding claims for unfair dismissal
Who should attend?  
Newly appointed supervisors and managers, or existing managers who have to take responsibility for disciplinary matters.
Facilitation
Delegates are shown how to prevent and deal with situations where staff are under-performing or contravening rules/procedures. They practice dealing with these and finally conduct a disciplinary hearing which complies with your organisational procedures and current legislation.
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