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1.
What is the performance problem?


•
Describe actual performance.  (What do they actually do NOW?)











•
Describe desired performance.  (What should they be doing to meet expectations or standards?)





  The person should _______________________________ any time

                                     (describe what they should do)
  that _____________________________________, and it should be

                          (describe when they should do it)
  done ________________________________________________.

                              (describe how well they should do it)




2.
Why is there a performance problem?  In the left column, record your assessment of possible causes.  In the right column, record how you will determine the causes of the unsatisfactory performance.




WHAT ARE POSSIBLE CAUSES?
HOW CAN YOU FIND OUT?



(What don't they know about desired performance?)




(Why don't they want to perform as desired?)




(What prevents them from performing as desired?)
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3.
After investigating the performance problem, write the observed cause(s) here:
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4.
Locate your observed cause(s) in the left hand column of the table below then place a check mark (() beside the APPLICABLE possible solutions found in the right hand column. 


OBSERVED CAUSES:
D
POSSIBLE SOLUTION:
(



Staff member doesn't have the proper tools or equip.
E

N

V

I

R

O

N

M

E

N

T
1.
Provide the proper tools/equipment.




Unreasonable or complicated task.  (Or staff member has special needs to accommodate disabilities.)

1.
Change how the task is done.

                             -OR-

2.
Change the environment/task.

3.
Accommodate staff member's special needs, if possible.




Not enough time for staff member to do everything. 

1.
Reassign/drop tasks.

2.
Schedule more people.  (Use alternatives such as co-op, cross-training, contracting, and regional assets.) 

3.
Reassign priorities.




Other tasks are believed more important.
M

I

A
1.
Clarify performance/behavior expectations.

2.
Ensure pleasant consequences reward the right things.




Staff member is punished for doing the task.

1.
Remove the punishment.

2.
Arrange pleasant consequences for doing the task.




Staff member is ignored, whether or not the task is done (or done correctly).

1.
Clarify performance/behavior expectations.

2.
Arrange pleasant consequences for doing the task.

3.
Create unpleasant consequences for not doing it.




Staff member doesn't know why task is important.
S

K

I

L

L

/

K

N

O

W

L

E

D

G

E
1.
Clarify performance/behavior expectations.

2.
Explain how the task fits into the overall picture.




Staff member once knew, but forgot how to do the task.

1.
Provide refresher training.

2.
Provide a performance/job aid.  (See MWR/MCCS Managers' Task 6.5, Train/Develop Staff.)




Staff member never knew how to do the task.

1.
Provide training that tells:



-  What the task is.  (Expectations.)



-  When, where and why to do the task.





-  How to do the task.



-  How well to do the task.  (Standards.)




Staff member doesn't know how to manage time effectively.

1.
See DUTY 3.0 – Getting Organized, EMC Tasks 3.1 through 3.5.




Staff member consciously/ unconsciously chooses not to do the task or to do it below standards.
C

H

O

I

C

E
1.
Hold the staff member accountable to correct performance/behavior.

2.
See EMC Task 2.5, Ensure Extraordinary Staff Performance through Coaching, Counseling, Tutoring, and Mentoring.




D = Performance Domains
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5.
Using possible solutions, list the specific solutions you plan to take and indicate whether you will apply a full or fast RAW to each solution.  (Don't jump to conclusions--always complete work sheet items 2,3 & 4 first!)








SOLUTIONS

RAW
((Use RAW Worksheets

from Task 2.3)







































(Use extra paper as needed.)





6.
Select best solutions and plan to do it.  (Record the tasks and steps to accomplish your selected solutions.  Include deadlines, assignments and applicable resources.)









WHAT
BY WHEN
WHO
RESOURCES













































(Use extra paper as needed.)
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7.
What obstacles might you encounter?  Who may oppose the problem solution/ plan?  What are your strategies to overcome the obstacles/opposition?



Obstacles/Opposition:































Strategies:
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