	Analysis Questions
	
	Cause of Performance Gap
	Possible Solutions

	Does the employee know how to do the job?
	If NO, then:
	Lack of knowledge and/or skills
	Provide some form of training, job aids, and 

policies/procedures

	Did the employee know how to do the job in the past?
	If YES, then:
	Motivation
	Provide adequate feedback or rewards

Remove punishment for doing a good job

	Does the employee have the proper tools and equipment to do their job?
	If NO, then:
	Lack tools and equipment
	Provide proper tools and equipment

	Is the environment preventing the employee from doing their job?
	If YES, then:
	Environment
	Adjust elements in the environment or provide an environment conducive to performance

	Is the employee’s attitude preventing them from performing?
	If YES, then:
	Attitude
	Provide job counseling, job enhancement and/or job reassignment

	Is the employee performing the task at the same level every time?
	If NO then:
	Performance standards
	Provide requirements or quality standards

	Is the employee performing a process consistently?
	If NO, then:
	Policies/Procedures
	Provide policies/ procedures 

	Is the organization preventing the employee from performing?
	If YES, then:
	Organization Design
	Remove the work obstacle or rearrange the work process

	Does the employee know when they are not performing?
	If NO, then:
	Feedback
	Provide feedback, policies/procedures, and performance standards

	Is the employee correctly completing a work process?
	If NO, then:
	Work redesign or work division
	Redesign or divide the work process


