SUPERVISOR INTERVENTION:  5 STEPS FOR STRUCTURED INTERVENTION

A. IDENTIFY troubled employee
· Assess for 5 Warning Signs.
· Monitor job performance.
· Know your company’s disciplinary procedures.
B. DOCUMENT facts and observations
· Document positive and negative job performance.
· Write down behavior, date, time, and circumstances (i.e. others involved, action taken, discussion with employee).
· Record actual events, not hearsay.
· Record 2nd person’s observations, if possible.
· Treat documented information as confidential.
C. CONFRONT tactfully with specific facts
· Arrange for an adequate, uninterrupted period of time to meet.
· Meet privately with the employee.
· Follow company policies consistently in dealing with performance.
· State purpose of meeting.
· Focus on safety and performance and documented facts. 
· Avoid emotionally-charged words.
· Share documented copy of concerns.
· Be sure employee clearly understands what’s unacceptable.
D. OFFER assistance
· Define expectations, timelines, and consequences.
· Emphasize employee’s need for improvement.
· Ask for employee’s input for problem resolution.
· Don’t be manipulated.
· Don’t diagnose personal problems.
· Show concern and your hope to see improvement and continued service to the company.
· Summarize corrective plan of action.
· Have employee summarize plan of action in his/her own words.
E. FOLLOW-UP

· Agree on a time to follow-up for progress and accountability.
· Continue to observe and document work performance.
· Be alert, but don’t hover over the employee.
· Contact H.R. Manager for direction on follow-up.
· Give positive feedback for improvement.
· Follow through on disciplinary procedures if the employee fails to perform up to agreed upon expectations within the allotted time frame.
