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PERFORMANCE GAP ANALYSIS SHEET
Employee's Name: ____________________________
Title:  ______________________

Supervisor's Name: ______________________​​​___
___
Title:  ______________________


Department: __________________________________
Date:  ______________________

This worksheet is to be used by managers to prepare for the development planning discussions with employees.

1. What performance is required? ________________________________________________

____________________________________________________________________________

2. What is current performance? _________________________________________________

____________________________________________________________________________

3. Is the difference important?  Why?  _____________________________________________

____________________________________________________________________________

4.  Could the person perform if they really wanted to? 

(  NO, there’s a knowledge/skill deficiency (arrange for an appropriate development activity).

(  YES, they could but they don’t.

5.  Has the person ever performed as required?

(  NO (arrange for an appropriate development activity.)

(  YES (determine if it’s a motivation issue or something in the environment that’s preventing the person from performing at this time.)







