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Light The Fire 

Leveraging Appraisals For Maximum Performance 
Instructor’s Guide 

 
 
Purpose: This course is designed to help participants investigate 

systematic and structured processes that lead to improved 
performance and measurable achievements of goals & 
objective that are aligned with the company as a whole. 

 
Audience:  This class is designed for employees at all levels of `  

  development. 
 
Class Size:  Approximately 12 to 34 participants. 
 
Workshop The above Gantt chart shows a visual of the class timeline. 
Timeline: Blue bars represent lecture. Red bars represent group 

activities or interaction, and Magenta bars represent the 
video component. 
   

Materials/  The following materials are recommended for this course: 
Equipment:   • Video: Edge Light The Fire  
    • Flipchart stand and paper or dry erase board 
    • Notepaper 
    • Tent cards or name tags 

• Edge Light The Fire Workbook, PowerPoint & 
Projector 

 
Organization: The Leader’s Guide is designed to be used with the 

supporting Participant Course Book and the video titled Light 
The Fire. Leader’s notes are to the right of the corresponding 
slide. 

 
Duration:  2 to 4 hours. 
 
Summary: The activities in this Course Book are designed to allow the 

instructor to tailor the curriculum to fit specific class needs. 
Some activities may be altered or omitted. Depending on 
time allotment and participant needs, instructors may wish to 
omit certain activities. Additionally certain activities can be 
expanded to include individual, partner, small group or whole 
class options. 
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Slide 1 Welcome the group to Light The 

Fire: Leveraging Appraisals For 
Maximum Performance. 
 
Have participants sign in using the 
edge workshop sign in form. 
 
2 Minutes 
Opening Slide 

Slide 2 

 

Cover Course Outline 
 
2 Minutes 
Page #1 

Slide 3 

 

Discuss the course objectives 
 
2 Minutes 
Page #2 
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Slide 4 

 

Throw this question out to the group, 
after responses from the group, show 
the slide and explain in detail the 
reasons we as managers need to 
appraise performance. 
 
Page #3 
5 Minutes 
 

Slide 5 

 

Why don’t associates do what they 
are supposed to do? 
 
List responses from the group on a 
flip chart accepting them all and then 
revealing this slide. 
 
Page #4 
10 Minutes 
 

Slide 6 

 

A behavior is anything a person says 
or does that can be observed and 
measured. 
 
Questions that we would ask to 
determine if a statement describes a 
behavior. 
Can it be measured? 
Can it be quantified? 
 
Why is this important to a manager? 
Many managers waste a lot of time 
trying to correct or change attitudes, 
perceptions, etc. This time could be 
more effectively spent identifying 
the correct behaviors and reinforcing 
them. 
 
Page #5 & #6 
10 Minutes 
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Slide 7 

 

Explain the importance of setting 
goals & objectives 
 
Page #7 
5 Minutes 
 

Slide 8 Setting goals is an important part of 
improving the performance of your 
employees. Otherwise, you set 
people up for failure and they might 
never reach their performance goals. 
 
Facilitator: As you read off each 
acronym letter, provide a brief 
description of what it means and 
have participants complete page #8.  
 
SMART goals ensure that the goal 
you write is able to be accomplished 
by your employee. 
 
Page #8 
5 Minutes 
 

Slide 9 

 

We’re going to practice writing a 
SMART goal. For this activity, each 
person will need a partner. You will 
each pick a goal (work or personal). 
Individually, write out your goal and 
make sure that it is SMART. Then, 
share your goal with your partner. 
Your partner will then make sure 
your goal is SMART. 
 
Page #9 
10 Minutes 
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Slide 10 Light The Fire Video 
 
Page #10 
24 Minutes 

Slide 11 

 

Video Debrief 
 
Debrief the highlights of the video 
by asking participants to list their 
thoughts and ideas and share these 
with the group. 
 
Page #10 
5 Minutes 
 

Slide 12 
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Slide 13 Explain the steps and purpose of 
creating personalized action plans. 
 
Page #11 
5 Minutes 
 

Slide 14 

 

Explain the sample action plan. 
 
Page #12 
5 Minutes 
 

Slide 15 

 

Have participants pair up with a 
partner and create a personal action 
plan using the template on page #13. 
When complete, have participants 
share with the group. 
 
Page #13 
15 Minutes 
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Slide 16 Explain the process of developing 
goals and objectives for others. 
 
Page #14 
5 Minutes 
 

Slide 17 Complete the identifying the 
developmental needs for others using 
the template on page #15. 
 
Have participants complete the 
activity using the area of 
development example. 
 
Page #15 
15 Minutes 
 

Slide 18 Have participants create an action 
plan for developing others using the 
template on page #16. 
 
Page #16 
15 Minutes 
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Slide 19 Explain the process of conducting 
performance appraisals. 
 
5 Minutes 
 

Slide 20 Hit on these basic tips for conducting 
performance reviews. 
 
Page #17 
5 Minutes 
 

Slide 21 This graphic represents a 
performance review cycle. 
 
Explain the 4 steps in the cycle. Most 
performance appraisals are 
completed as a task, vs an ongoing 
process throughout the entire review 
cycle. 
 
Taken in steps, this process allows 
for continuous feedback, two-way 
communications as well as stating 
clear expectations. 
 
Page #18 
5 Minutes 
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Slide 22 Explain Step #1 in the cycle. 
 
Page #19 
2 Minutes 
 

Slide 23 

 

Explain Step #2 in the cycle. 
 
Page #19 
2 Minutes 
 
 

Slide 24 

 

Explain Step #3 in the cycle. 
 
Page #19 
2 Minutes 
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Slide 25 Explain Step #4 in the cycle. 
 
Page #19 
2 Minutes 
 

Slide 26 “These are the 8 most typical errors 
managers make in completing 
performance reviews.” Explain in 
detail the definitions for each rater 
type. 
 
Pages #20, #21, #22 
10 Minutes 
 
 

Slide 27 

 

Explain the importance of creating 
proper documentation for all 
employees, and reviewing this 
documentation with the employee. 
 
Page #23 
5 Minutes 
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Slide 28 

 

Explain “what should we 
document?” 
 
Page #24 
5 Minutes 
 

Slide 29  
 

Slide 30  
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Slide 31 

 

Explain this method as a quick and 
easy way to provide feedback, for 
both positive and negative behaviors. 
 
Page #26 
5 Minutes 
 

Slide 32 Activity 
 
Working in groups of two or three, 
each individual will select one of the 
situations below and write a BEER 
feedback message. Individuals will 
then share their written message for 
the group to discuss and edit. 
 
Page #27 
15 Minutes 
 
 

Slide 33  
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Slide 34  

Slide 35 

 

Have participants go to page #28 
and explain the quick reference 
sheets on communications & non-
verbal communication. 
 
Page #28 
5 Minutes 
 
 

Slide 36 
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Slide 37 Solicit and respond to any questions 
the group may have. If you do not 
have an answer, list questions with 
name of person and email or call 
them with the answer when you have 
the answer. 
 
Have participants complete the 
course evaluations, stand in the back 
of the room while participants 
complete course evaluations and 
thank them for their participations as 
they exit the room. 
 
Course evaluations (Last 2 Pages in 
Workbook) 
 

 


