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Steps to Take:  
 

Step 1 
Prepare in advance. 
 

• Describe the problem and how the employee's action or behavior differs from standards. 
• Is there any written documentation which shows the employee is aware of the standard? 
• Are there any mitigating factors (e.g. business conditions, conflicting directions)? 
• Review employee file for prior documentation (e.g., performance appraisals, other documentation). 
 Establish an uninterrupted time and place for the meeting. 

 
Step 2 
Get right to the point. 
 

• Get right to the issue, but ask questions in order to encourage the employee to provide an 
explanation or additional information.  For example: 

 John, I've asked to talk with you because I am concerned about the recent fall-off in your sales 
production. You were a good contributor to the team in the prior 9 months, but the last two are 
below what I think you can do. 

• Let the employee talk about what is occurring or why performance isn't meeting standards.  This 
will help structure the next part of your discussion. 

 
Step 3 
Obtain agreement about how performance is going to improve. 
 

• Reiterate the employee's importance to the team, and, if possible, their commitment to the 
company. 

• Offer Employee Assistance Program if personal reasons are affecting performance. 
• Clarify your expectations or those of the company so that there is no confusion on the part of the 

employee at a later date.  If it appears the employee is not serious about improving, you must take 
a firmer tone and indicate you are giving the employee a verbal warning which will be placed in the 
personnel file.  For example: 

 
 These are the company standards.  While I can support you, you must be responsible for meeting 

them.  [Name of employee], this is important, because if you don't improve, it could lead to 
corrective action or termination.  At this point I'm giving you a verbal warning which will be placed in 
your personnel file. 

 
Step 4 
Document conversation for employee’s file. 
 
Memo to File of Susan McAllister – Verbal Warning 
From: Rob McCormick, Supervisor 
Date: July 1, 2008 
 
Today I spoke with Susan McAllister regarding her timeliness.  Susan has been late to work three times this 
past month.  She claims to continue to have car problems.  I told her that her lateness puts an extra burden 
on everyone else since they become responsible for getting her work done. 
 
She agrees to be on time from now on.  I explained to her that I was putting a verbal warning in her 
personnel file.  She also was told that if she did not correct this problem, further corrective action would be 
taken.  I will follow up within three months. 
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