Performance Management

Tips for Conducting the Performance Review Discussion

The effective performance appraisal is a planning activity that is shared by the employee and the supervisor.  The performance appraisal process can provide both the employee and the appraiser with a sense of accomplishment, direction in priorities and commitment to a specific career path.  Employees need to know how they are performing in regards to the goals of their job, department and organization.  Avoid the assumption that an employee knows ‘where they stand.’

The following is a list of recommended activities in preparing and conducting a performance review discussion:
· Choose a positive environment and help the employee feel at ease.

· When discussing areas for improvement, discuss methods and objectives for improvement.

· Discuss possibilities for advancement, the employee’s goals and the steps necessary to achieve these goals.

· Allow the employee to discuss the review and provide input for further development and organizational goals.

· Restate the goals and objectives that have been recommended.

· Summarize and review the important points of the discussion.
· Make sure employee reviews the appraisal and provides feedback.
· Have the employee sign the appraisal showing their acknowledgment that the appraisal has been discussed with them (their signature does not signify agreement with content). 

When giving feedback:

· Describe the behavior and avoid making personal judgments.
· Assume a posture of helpfulness and partnership for success.

· Use active listening skills to understand what is important to the employee.
· Give specific examples of acceptable behavior and unacceptable behavior.
The following actions should be avoided when preparing and conducting an employee performance review discussion:

· Don’t rush through the appraisal process, carefully record accurate information that truly reflects the individual’s performance.

· Don’t focus on one specific incident or time period, consider the entire period which the appraisal covers.
· Avoid the ‘halo’ and ‘horn’ effects.  Just because the employee performs badly in one area does not make his overall performance bad.  The same goes for good performance.

· Avoid bias about the employee based on your personal feelings toward that individual.

· Don’t base current performance solely on past performance; focus on the current appraisal period.  
· Don’t inflate scores of a substandard performer to avoid confrontation or to serve as a motivational tool.
