
Not all performance concerns require formal action — in many cases, early
and well-handled conversations can resolve issues before they escalate.
However, knowing how to start that conversation is often the biggest
challenge.
This guide provides a simple structure to help you approach performance
discussions in a clear, constructive and confident way.

Why This Matters
Performance issues are often left too long, not
because they aren’t recognised, but because they
feel difficult to address.

This can lead to:
Issues becoming more entrenched
Frustration within teams
Reduced confidence for managers
Escalation into formal processes

This guide is designed to help you start performance conversations with clarity and
confidence.

For a more structured approach, including:
Performance management frameworks
Templates and documentation
Guidance on managing ongoing or more complex situations

Need More Support?

HR with a heart - because people need people
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E A R LY ,  C L E A R  C O N V E R S AT I O N S  A R E  O F T E N  T H E  M O S T  E F F E C T I V E  WAY  T O
S U P P O R T  I M P R O V E M E N T .



Address concerns as soon as they arise
Be clear and specific — avoid vague feedback
Focus on behaviours and outcomes, not personality
Agree realistic and measurable next steps

S E T  T H E  S C E N E
Explain the purpose of the
conversation clearly and
calmly, setting a constructive
tone.
This helps reduce
defensiveness and keeps the
focus on improvement.

N E X T  S T E P S

PA R T  O F  T H E  E D U C A R E  H R  R E S O U R C E  H U B

F O R  F U L L  G U I D A N C E  A N D  T E M P L AT E S ,  V I S I T  E D U C A R E  H R  S O L U T I O N S

Clarity and consistency are key to supporting improvement.

B E  C L E A R  O N
T H E  C O N C E R N

Provide specific
examples and explain
why this is a concern.

L I S T E N  A N D
U N D E R S T A N D

Allow space for the individual
to respond — there may be
underlying factors affecting
performance. A G R E E  N E X T  S T E P S

Work together to identify
actions, support and
expectations moving
forward.

F O L L O W  U P
Performance conversations
should not be one-off —
regular follow-up is key to
progress.
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