
Performance Discussion Record
Section 1 – Personal Details
	Employee Name
	

	Employee Position
	

	Department
	

	Date and time of discussion
	

	Manager/interviewer’s name
	

	Company witness’ name and position
	

	Staff member’s witness’ name
(please note if staff member declines offer of a witness)
	



Section 2 – Setting up the meeting
☐ 	Ask the staff member to attend a performance discussion and advise the general nature of the discussion
☐	Give the staff member the option of having a support person present.  If they are under 18, please appoint a support person
☐	Organise another manager as a company witness to be present and take notes of the discussion

Section 3 – Reason for the discussion
Complete this section prior to conducting the discussion with the staff member.  Use notes to clearly describe the reason for the discussion including specific details of the performance or behaviour that does not meet business expectations.  Include:
· record known facts in order of occurrence;
· record specific details of policy and/or procedure breaches;
· record results of investigations;
· show specific dates and times;
· provide details of specific examples of unsatisfactory performance or unacceptable behaviour
· refer to any previous discussions;
· outline allegations;
· attach relevant documents to support.
	
















Section 4 – Staff members response
Ask the staff member for their response to the issues including what they consider to be the appropriate policy or procedure.  Include:
· any reason the staff member has provided as to why the performance or behaviour has not met business expectation;
· details of the explanation provided by the staff member, noting the words they use (as much as possible);
· details of the staff members understanding of the relevant policy or procedure
	












Section 5 – Statement of business expectations
Clearly articulate the specific standards expected in relation to the issue being discussed OR re-iterate the business expectations from any previous discussions.  Include:
· company policies and procedures;
· code of conduct or values and behaviours;
· safety routines;
· behavioural competencies;
· business standards of work processes.
	












Section 6 – Discussion outcome
The outcome of this discussion is:
☐	Investigation required
☐	Coaching discussion
☐	Performance Improvement Plan required
☐	No warning warranted – file note only
☐	First written warning
☐	Second written warning
☐	Third/final written warning
☐ 	First and final written warning
☐	Termination of employment
☐	Other action, please specify:



Section 7 – Consequences of not achieving standards or action plan / outcome

Clearly detail the next action the Company will take on the issue being addressed if there is no improvement or there is a repeat incident.
	









Section 8 – Declaration by staff member
The details shown above have been explained to me and I understand that a copy of this document will be retained in my personnel file.  I also understand the consequences of not correcting the performance or behaviour discussed with me.
Name:
Signature:
Date:

Section 9 – Signatures of other people present in the discussion

Managers name:
Signature:
Date:

Employee support person name:
Signature:
Date:

Company witness name:
Signature:
Date:
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