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Supporting Performance Management Worksheet
	Competence
	Example
	Gap
	Action

	Clarity of Direction

	All team members have up-to-date individual business objectives. 
	
	
	

	I encourage team members to draft challenging but realistic goals.
	
	
	

	Team members understand what the team/departmental/ organizational objectives are.
	
	
	

	Team members understand how their individual objectives contribute to those of the team/ department/organization.
	
	
	

	I review objectives with individuals regularly and whenever there is a change in circumstances.
	
	
	

	I regularly review the team objectives to ensure that we keep on track.
	
	
	

	I make my performance agreement available to my team to give them clarity and direction.
	
	
	

	Troubleshooting

	I encourage my team to highlight ways of reducing inefficiency and improving ways of working. 
	
	
	

	Whenever a team member is underperforming, I investigate the issue to understand the causes of it.
	
	
	

	I deal with poor performance firmly but sensitively. 
	
	
	

	I take appropriate action to resolve poor performance based on its cause.
	
	
	

	I deal with continual poor performance using the appropriate disciplinary procedures.
	
	
	

	I treat all underperforming team members consistently and fairly. 
	
	
	

	Developing my Team

	All team members have a personal development plan.
	
	
	

	I talk with individuals about their likes, dislikes, strengths, weaknesses and career hopes to help them shape their plans.
	
	
	

	I help team members to identify their development needs.
	
	
	

	I encourage my team to take the initiative for their own development.
	
	
	

	I help my team to think creatively about the various methods of development that they could use.
	
	
	

	I take different learning styles into consideration when drafting personal development plans with team members.
	
	
	

	I help my team to prioritize their needs.
	
	
	

	I regularly review how individuals are progressing with their personal development plans. 
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