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DEALING WITH AN
UNDERPERFORMING EMPLOYEE:
A STEP-BY-STEP GUIDE

01. INFORM 02. IMPROVE 03. RECORD
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Inform the employee about
their underperformance and
encourage them to improve.

?

Has there been improvement?

?

Has the employee been
given sufficient time and
opportunity to improve?

?

Has the process been
recorded in writing?
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Set out the following aspects:

Concerns.1

Points for improvement and

results.

2

Duration.3

Support and evaluation.4

Purpose and consequences.5

START DISMISSAL PROCEDURE

LEGAL REVIEW

YES
NO

YES

NO

NO YES

Advocaten

tel:+31203080320
mailto:info@workxadvocaten.nl

