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Performance Management Guidelines - Giving Feedback in Difficult 
Circumstances 

Version 7.1 Published 12.2019 

Discussing poor performance is difficult for both parties and it is not unusual for employees to react 
to being told their performance is unsatisfactory. We will cover some common reactions and some 
tips to maintaining control of the situation. 

When the Employee Rejects the Feedback Given 

• Ensure the feedback is timely, specific and directed at actual examples; 
• Make it about the choices made and give options of what would have achieved better 

outcomes; that is don’t make it personal; 
• Allow the employee time to digest the information, especially if the feedback was 

unexpected. 

If the Employee Becomes Aggressive 

• Maintain a calm and rational approach, DO NOT react; 
• Take a short break to allow the employee to calm down; 
• Reiterate your concerns and why they need to be addressed; 
• Allow the employee to explain why they are angry and ask questions to clarify; 
• Terminate the discussion if you feel there are any health and safety concerns and reschedule 

for another time. 

If the Employee Becomes Emotional 

• Allow them time to collect themselves; 
• Wait until they are ready before continuing; 
• Avoid ending the meeting; 
• Don’t become angry or defensive. 

If a Support Person Takes Over the Conversation 

• Reclarify the role each person has to play in the discussion; 
• Remind the support person they are there to support the employee and not to act or speak 

on their behalf (if necessary); 

If the Employee or Support Person Makes a Threat 

• Confirm employee rights in the performance management process; 
• Reaffirm the reason for the discussion and the importance of talking about the relevant, 

specific issues; 
• Encourage the Employee to raise their concerns during the meeting. 

If the Employee Refuses to Continue the Discussion or Walks Out 

• Make the request for a meeting in writing and importance of addressing your concerns; 
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• Continued avoidance of attending meetings can be grounds for a formal written warning. 

By making sure you are prepared with specific examples, you have planned your discussion agenda 
and are confident with the key messages you wish to get across will help you remain calm during 
difficult performance management discussions. 

It is important to remember that where an employee’s performance is unsatisfactory, it is best to act 
swiftly to address these performance issues as they arise, leaving them until the next scheduled 
performance appraisal will both increase the difficultly of that conversation, and give the impression 
that their performance is satisfactory in the meantime. 

The thing about acceptable behaviour and performance, is that; at their core they are just the 
behaviours and performance that have been accepted! 
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