ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #13

Addressing Performance Issues

Standards and expectations

· Clearly communicate and clarify your expectations for job performance with all employees. 

· By completing and signing an annual performance evaluation which lists goals and expectations, you will have documentation of the employee’s understanding of expectations.

· Meet with each staff member at least once a month to review progress toward goals and discuss challenges or issues that have arisen.

Documentation, documentation, documentation!

· Document in writing each step and incident relating to the job performance issue.

· Document everything! 

· Give the employee a copy.

Addressing a problem with an employee

· Act when you first become aware of the problem. (Are you avoiding it? Then now’s the time to do something!)

· Before you meet with the staff member, take a moment to document the specifics of the problem and the established expectations of job performance. For example, if someone has been coming in late, note the dates on which this has occurred, and how late the employee has been. Review the employee’s agreed upon schedule.

· Meet with the employee privately. Never address a problem in public or by reprimanding someone in front of other staff members.

· Talk with the staff member about the problem. Invite their perspective. 

· Figure out a plan to address the problem. 

· Agree on a time to meet again to reassess.

· At the follow-up, note whether the situation has been resolved or if further action needs to be taken.

Disclaimer

These human resources strategies are guidelines and general practices. Please do not consider them legal advice. As with so many things, they do not always apply! Check with your library policies and legal council when questions arise.
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