PERFORMANCE ANALYSIS GUIDE


	Sequence
	Troubleshooting Checklist
	If…
	Then Do This

	1. RESPONSE
	A. Does the person know what action to take when necessary?
	Yes
No
	OK
Communicate expectations

	
	B. Has Anyone else ever met expectations?
	Yes

No
	OK
Expectations may be too high

	
	C. Are expectations seen as reasonable and attainable by the person?
	Yes

No
	OK

Review Expectations

	
	D. Are expectations consistently administered?
	Yes

No
	OK

Determine causes

	2. SITUATION
	A. Can the person easily recognize signals indicating when to take action?
	Yes

No
	OK

Improve the “signals”

	
	B. Are multiple tasks to be done at the same time; do priorities conflict?
	Yes

No
	OK

Redesign the job/tasks

	
	C. Are adequate resources available such as time, staff, information, budget, equipment, materials?
	Yes

No
	OK

Provide necessary resources

	3. FEEDBACK
	Measurements
	
	

	
	A. Are all relevant requirements being measured?
	Yes

No
	OK

Measure more

	
	B. Are only relevant requirements being measured?
	Yes

No
	OK

Stop measuring irrelevance

	
	C. Are units of measurement meaningful to the person?
	Yes

No
	OK

Select more meaningful units

	
	Delivery
	
	

	
	A. Does the person receive feedback on time?
	Yes

No
	OK

Reduce lag time

	
	B. Does the person receive feedback frequently?
	Yes

No
	OK

Increase frequency

	
	C. Is the feedback specific to requirements?
	Yes

No
	OK

Increase specificity

	
	Display
	
	

	
	A. Can the person easily interpret the feedback?
	Yes

No
	OK

Redesign display or educate

	
	B. Can the person identify performance trends and patterns using the feedback?
	Yes

No
	OK

Redesign display so trends are obvious

	4. CONSEQUENCES
	A. Are there consequences for meeting expectations?
	Yes

No
	Remove “penalties”

OK

	
	B. Are there immediate positive consequences for not meeting expectations?
	Yes

No
	Remove “rewards”

OK

	5. PERSON
	A. Does the person know how (have the skills) to perform the desired action? Have they ever done it before successfully?
	Yes

No
	OK

Train or provide job-aids

	
	B. Does the person have the potential, capacity and desire to learn or be trained?
	Yes

No
	OK
Reassign, transfer, Select other people 


How urgent is this issue?   
Now important is this issue? 

What is the benefit of fixing it?  
What is the cost of doing nothing?   
Is it getting worse?    
What are the trends and patterns?
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