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MANAGING UNDERPERFORMANCE IN THE WORKPLACE
CHEAT SHEET

�� Assess each person’s performance and plot them on the Star Chart�

�� Decide if the person needs a critical ‘reality’ conversation or if you need to fire them�

�� Determine to close the reality gap by taking action to overcome your fear

�� Prepare for the conversation

BEFORE YOUR CONVERSATION:

5 steps to a successful conversation with an underperformer

Maturity - Hear feedback, own and adjust behaviour

Revenge - Chose to hurt the company rather than accept feedback

Immaturity - Blame someone or something else

Decide what your definition of success is when 
it’s completed

What are the specific themes you want to 
bring up?

What are your response options based on how 
the
conversation develops?

Identify the patterns that you see in their 
behaviour

Disrespect, lack of engagement, attitude 
or productivity issues?

Be clear on what the steps are

Agree on what the consequences will be 
if the next steps are ignored

3.  Talk about the themes you see

2. State the facts

Lay out the facts as you see them

Be objective and unemotional

Be humble, honest, don’t assume they 
have bad motives

Ask if you’re right or wrong

4. Ask for their perspective

5. Agree on next steps

Daily, weekly, mix or structured and 
unstructured

6. Agree on the follow-up

Listen carefulyl to understand

Briefly summarize their comments so 
that they feel heard

WATCH FOR THREE POSSIBLE RESPONSES
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Professional Leadership Institute 

(PLI) is an educatinal website 

providing its students with practical 

education in entrepreneurial 

leadership. 



PDI's leadership courses will teach 

you the practical skills you need to 

build strong teams and enhance 

your career. The curriculum has 

been developed by a faculty that has 

experience successfully scaling 

businesses and in the coaching of 

high growth organizations. Our 

mission is to teach business owners, 

managers and career builders how 

to build strong teams by putting the 

right people in the right seats. 



PDI also offers free leadership 

resources including articles, 

templates, tips, cheat sheets and 

reading lists. 



Visit 

 

to learn more!

professionalleadershipinstitute.com

Certificate in Leadership 
Fundamentals Starts at $499

Access to 10 of Professional Leadership 
Institute's Flahship Courses:

Discovering and implementing 
core values

Building a one-page strategic 
business plan

Using DISC Personality testing at 
work and home

Learning the process to hire a 
players

Objectively assessing your team

Enhancing your career through 
delegation

Coaching based performance 
reviews

Dealing with under performers

How to fire with minimum pain 
and drama

Building your personal annual plan

Start Learning Today
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