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Manager Guide: Managing Underperformance
A practical reference for fair, consistent and well-documented performance management.
Purpose: Use this guide to manage underperformance through a fair, consistent and well-documented process that gives the employee procedural fairness and supports compliant decision-making.
	Stage
	Manager action

	1. Prepare
	Confirm the employee understands the expectations, distinguish informal coaching from formal performance management, and document the specific concerns before taking formal action.



	2. Meet
	Arrange a private meeting, give reasonable time to prepare, advise that a support person may attend, explain the concerns objectively and confirm key outcomes in writing afterwards.



	3. Listen and assess
	Give the employee a genuine opportunity to respond, consider the response neutrally and determine whether the matter is genuinely performance-related.



	4. Escalate if required
	Pause and seek HR or legal advice if the facts suggest illness, injury, disability, family or carer responsibilities, bullying, harassment, discrimination, workplace conflict, protected workplace rights, whistleblowing, misconduct or safety concerns.



	5. Plan improvement
	If HR or legal advice confirms performance management may proceed, follow internal policy, delegations and HR templates when agreeing milestones, support, consequences and review timeframes.



	6. Review and document
	Schedule a review meeting, assess progress against the action plan and document all discussions, decisions, actions, support provided and outcomes.




Manager reminder: Keep records factual, dated, objective and limited to relevant matters; confirm expectations, support, consequences and review dates in writing; and ensure any warning, extension, escalation or termination pathway is authorised, consistent and proportionate.
Final compliance sign-off checklist
	Checklist completion sign-off

	I confirm the checklist has been completed and required records, approvals and follow-up actions are documented.

	Name:
	Role:
	Signature:
	Date:
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