
• Listen.
• Give clear, behavioral/ 

performance feedback. 
• Be Consistent.
• Set consequences if things 

don’t change.
• Work through the processes.
• Be Courageous.
• Document everything!

Tips for Handling Employee 

Conduct/Performance Issues

Performance vs. Conduct/BehaviorFor Supervisors, This Requires

A critical function of every supervisor is to manage the workforce in 
support of the Lab’s mission, priorities, and accomplishment of work.
• This includes motivating and leading employees and taking corrective 

action to resolve conduct/behavior and performance problems.

It’s a basic function—and requirement—of management.
• Doing it well results in a motivated, focused, productive organization.
• Doing it poorly, or not at all, can have the opposite effect, and can lead 

to problems well beyond the ones presented by the problem employee.

Managing employees and why it is important

Know the policies and work rules.

• Communicate them clearly to employees.

• Apply them fairly and consistently.

• Ensure employees comply, and take 

corrective action when they don’t.

Manage employee performance.

• Motivate employees to give their best effort.

• Recognize exemplary performance.

• Take prompt action when it’s not acceptable.

• Be willing to do what is necessary for a 

successful outcome. 

• Discuss it with your HR Center contact.

• Keep Division management in the loop.

• Notes taken during meetings 
at which issues are discussed 
with employee.

• Email to/from employee 
about the problems and plan 
to address them.

• Counseling memos and all 
disciplinary actions.

• Investigation report.
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Performance = competence
• Not a matter of choice (we all want to do well).
• Corrective action focuses on allowing the 

employee to demonstrate s/he can do the job.
• It may take time for improvement.

Conduct = behavior
• A matter of choice, presumably subject to the 

control of the employee.
• Behavior can be corrected, with the proper 

incentive.
• Immediate improvement is expected.

The initial 6 months is your 
chance to see if the employee 
can do the job. But, its pitfalls 
are:
• Not paying enough attention 

to the employee’s work until 
it’s too late.

• Not assigning the full scope 
of the job.

• Waiting until the last minute 
to decide and letting a 
marginal performer pass 
probation.

Probation and Its Pitfalls Important Documentation 


