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Edge Light The Fire: Leveraging Performance Appraisals

Light The Fire

Leveraging Appraisals For Maximum Performance

Purpose:

Audience:

Class Size:

Workshop
Timeline:

Materials/
Equipment:

Organization:

Duyatian:

Summary:

Instructor’s Guide

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,

This class is designed for employees at all [evelsiof
development.

Approximately 12 to 34 participants.

The above Gantt chart shows a visdal of the class timeline.
Blue bars represent lecture. Red bars represent group
activities or interaction, and,Magenta bars represent the
video component.

The following materialssare recommended for this course:
* Video: Edge Light The Fire
* Flipchart stand and paper or dry erase board
* Notepaper
« Jent Cards or name tags
» Edge Light The Fire Workbook, PowerPoint &
Pyojector

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.

2 to 4 hours.

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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Slide1 Welcome the group to Light The
Performance Fire: Leveraging Appraisals For
Maximum Performance.
Management
Have participants sign in using the
Light The Fire edge workshop sign in form.
Leveraging Appraisals 2 Minutes
For Maximnm Performance Opening Slide %
oy \
Slide 2 Cover Course Ou @
Course Outline |
2 Minutes
= Employee Performance
== Measurable Behaviors Page #1 %
=¥ Utilizing Smart Goals @
== Effective Goals & Objectives %
= VWideo Preserntation
= Conducting Performance Reviews O
=w [dentifying Developmental Goals
== Wrap Up Summary
-
Slide 3 Discuss the course objectives

Course Objectives

Aftar This Session, You Wil Ba Able Ta...
=7 Effectively Create Measurabie Goals

== Identify Measurements To Achieve
Results

= Conduct Proper Performance Reviews
== Crerte Effective Action Plans
= Take Action To Accomplish Goals

oy

&

2 Minutes
Page #2

<
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Slide

Throw this question out to the group,
after responses from the group, show
Wiy Appraise the slide and explain in detail the
=¥ Links Performance To Development reasons we as manager's need to
=w [dentifies Strengths & Aneas F i
D;W;meﬁ”‘- s & frkas ror appraise performance.
=¥ Serves As A Base For Performance
Discussions Page #3
= Provides Necessary Documentation To H
Suppaort Promotions, Increases, Ebe, S Minutes
= \‘%
Slide5 Why don’t associ what they
Employee Performance are supposed to.do?
Wiy Dant Employess Do What They should . r@
= Don't know what they are supposed to do L!g: r from the groupona
—— flip cepting them all and then
= Don't know why they should do it rev this slide.
# Think they are doing It
# There are chstacles beyond their control H4
= The just don't want todo it 0 Minutes
=D
Slide 6 A behavior is anything a person says
or does can be observed an
Measurable Behaviors doesthat can be observed and

Behaviors A Person Says Or Does That
Can Be Observed And Measured

« Can It Be Measured?
+ Can It Be Quantiffed?
In Your Table

Taontify The Measurable Behaviors In
Your NMotebook On Page #8

<P

measured.

Questions that we would ask to
determine if a statement describes a
behavior.

Can it be measured?

Can it be quantified?

Why is thisimportant to a manager?
Many managers waste alot of time
trying to correct or change attitudes,
perceptions, etc. Thistime could be
more effectively spent identifying
the correct behaviors and reinforcing
them.

Page #5 & #6
10 Minutes
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Setting Goals & Objectives

== Setting Goals Is An Important Part
Of Improving Employea Performanca

=¥ Goals Provide A Structure, Focus &
Ways To Measure Improvemant

== Your Job As A Leader Is To Help Your
Employees Write Goals That Are
Clear, Concise, Measurable And Self-

Fulfilling

Explain the importance of setting
goals & objectives

Page #7
5 Minutes

Slide 8

Page 8

dErpa S o ATC,

SMART Goals

5-..'\.1!. o e e
Seek Cix

Setting goals is an important part«of
improving the performanee of your
employees. Otherwise, you set
people up for failuresand they might
never reach their, performance goals.

Facilitator:%As you read off each
acropyim 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

Slide9

SHART Goals

Think OFf An Opportunity You
Have I'n Your Area And Write A
Smart Goal For One Or More OfF

Your Employees

Page #9 In Your Workbook

=y

WE're going to practice writing a
SMART goal. For this activity, each
person will need a partner. Y ou will
each pick agoal (work or personal).
Individually, write out your goal and
make sure that it is SMART. Then,
share your goal with your partner.

Y our partner will then make sure
your goa is SMART.

Page #9
10 Minutes
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Light The Fire Video

Light Page #10
Please Take Note Of The
Process For Setting
Measurable Goals & Objectives
Be Prepared To Report Out To The Group
— \
Slide 11 Video Debrief '?\ J
Light The Fire ¥ideo Debrief Debrief the highli the video
In Your Table Groups by asking particip o list their
thoughts and %s and share these
List Your Ideas From The with the gr@
Light The Fire Video %
Fe Prepared To Report Owt To The Groug gagm
=
Slide 12
Time For A Break
oy
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Slide 13

Personalized Action Flan

= State your olyective fwhial oo pow et o oo?)
regaing fhis parbicudar strength ar noed,

= PN JOseonrale SOV, [Saring Sxpenences,
A Bxeroies fo fLither devalap s area.

wfoeniny ofhor people and resownoes 1A you e
fuem fo for assistance in develinping S anes.

= Finadly, sef speciic tanged dtes or milestones e
CONHONEENT of [hese develnmment actiaities,

Explain the steps and purpose of
creating personalized action plans.

Page #11
5 Minutes

Slide 14 Explain the sample actio Xr J
Samp, Planm M1
SR ITATEIELTT e vk st e i i i 5 Minutes %

Slide 15 participants pair up with a

Personalized Action Plan

Create Your Own Action Flan
Using The Template On Page #13

Feel Free To Pair Up
With A Partner

Keep In Mind SMART Goals

= d

partner and create a personal action
plan using the template on page #13.
When compl ete, have participants
share with the group.

Page #13
15 Minutes
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Focus In On One Strength And
One Developmental Need

&"4

Explain the process of developing
Developing Others goals and objectives for others.
:Himgu li’mr Empkfymddrfm '."?.-e'.rr Goals page #14
=Identify Current Knowledge & Abilities 5 Minutes
=Recommend Personal Development
#=Provide The Proper Resources
#Remowve Obstacles Or Barriers
=Continuous Mentaring, Coaching, Recognition
#Encourage Ongaing Dialogue & Feedback
- \
Slide 17 Complete the identifying ’ /
developmental ne dthérs using
Determining Existimg Skills
the template on pag
cn{n,qiete The Tempiate For
Tdentifying ‘EF; yei E"‘;; E”E"E" Needs Have participarits complete the
e activity usi area of
| | - develo ample.
Pagitlh
- d inutes
Slide 18 ave participants create an action
Action Plan For Others plan for developing others using the
template on page #16.
Pair Up With A Partner
Compiete The Action Pian For Page #16
Developing Others On Page #16 15 Minutes
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Slide 19

Explain the process of conducting
Performance Appraisals | | performance appraisils.
== Thirk Of Perfarmance Appraisals As A Prooess .
=¥ Prepare Indcvance For The Agpraisal 5 M I nUteS
== It Reguires On-Gaing Feadbad & Coacking
= [t Irvalees Rewards And Recognition
= Take The Time Toe Work The Appraisal Proosss
= You'll Masimize The Performanaoe Lewels OF
Eweryare, Both Yowr Emplayees, &nd Yaurself
Slide 20 Hit on these basic tips for, xcdng
Performance Appraisals | | Peormance rw‘@
Some Things To Remember Page #17
= Judlge The Performance. Not The Performmer 5 Minutes
= Be Spocific & Bescriptive In Your Evalvation %
» Suppart Statements With Specific Examples @
- Provide Constructive Fecdback & Caaching
= Lot Empiopes Share Opinfons And Thowghts
w Actfeely Lister Withowt Evalvating 0
Slide 21 his'graphic represents a
performance review cycle.

Performance Process

N

Q\

Explain the 4 steps in the cycle. Most
performance appraisals are
completed as atask, 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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Performance Process

U Manager & Employee Meet
Diefine Employes's Perfarmance Expectations
| Determming Messurerment System
Link Perfoemanaoe To Departmental Goals
Sat A Date For The Progress Review
Discussion

Explain Step #1 in the cycle.

Page #19
2 Minutes

Slide 23
[ Meet Y2 Way Through The Cpcle

Define Employee's Performance To Dete

Dstermine Course Cormectinns

Adjustments To Gaals Or Objectives

Set & Date Far The Annual Review

Discussion = - @
Slide 24

Copyright© Edge Training Systems, Inc. 2007

Performance Process

| Meet Near The End OF Review Cycle
Emgloyes: Completes Seif-Evaluation
Manager Completes Evaluation
Discussion OF Ay Cifferances
Discussion OF Manager's Final Aatings

S &

_
Q Y
S

Explain Step #2 inthec@« J

O
&

S0

Page #19
2 Minutes

ain Step #3 in the cycle.

Page #19
2 Minutes
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Performance Process

O Manager & Employee Meet
Set Expectatiors For Mext Review Cycle
Set Gaals & Objectives For Mest Roview

1 Discuss Developmental Keads

# Complotes Ofd Cyole And Ems o C

Explain Step #4 in the cycle.

Page #19

2 Minutes

e
Slide 26
Eight Ways To Ruin A
Perigrmance Review
i1k 1‘... The Pitchfork
7 e || T | | | PR
B | ol | MEe @
4 @, s | | Pages# | #22
v The Tight | Theloose | lengihof 10M
ﬁ Rater Zater g | Sorvice Biseg,
W i
Slide 27 in the importance of creating
Documenting Performance proper documentation for all

= Documeniation showld reflect facks, sl oginions

= Jolech cxvampies of perfarmance for all
amEEes

= Docwient ExsOes of epiopee Sefiawins,
ot posiive & nogalte

= Other gtcurments can be slectrenicaly altached
and stored

== Adld comments througiaut bhe year a5
ppropiate

ey

o>

3>

employees, and reviewing this
documentation with the employee.

Page #23
5 Minutes

<
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What To Document

= Achieverment
n Exceptiaral Achievemerk, Special Projocts
= Attendance
& Dates, Times, Arasons
=¥ Feedback
s Pragross Revies, Obserations
== Problems
n Facts, Disciplicary, Vicktions, Examples

=P

Explain “what should we
document?”

Page #24
5 Minutes

Slide 29

Documentation Fitlalls

-mm:mmwmnmmm
ajeil [ipie = e ey '-!
T-ores '-n :- w-:mm -::r:ﬂ-u-'v-r\-c .-' ir -wnv-:-v
T £ B U S cncieion
"Fhm'w“ﬂ.h

A..-.\,-.—-_.-.- — et e
i e s e e i, e
-r.!uhn, .a'u.n_l,h'nq-’nmm
4 Bui™ EETETE AL x‘.a.'.".'_r't Firk. b cuc. e \.r

---'-u—.-rl A=l o L b s b by ey e e
—!

Slide 30

Documentation Fitfalls

Accurate Documentation
Not Only Reflects
Employee Performance

It Also Reflects Your

Performance
- 4

o)

Q‘Y

&;
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Slide 31 Explain this method as a quick and

Kodel Feedbiack easy way to provide feedback, for
Beer both positive and negative behaviors.
= Behavior % ]
B Describe The Behavior
> Effect Page #26
B Describe The Effect On Others 5 Minutes
= Expectation
B Define Your Expectation
= Result
m Define The Results Or Consequeance
Slide 32 Activity Q ’
Working in grouo or three,
Use The Beer Model To Prepare each individual will*setect one of the
Feedback ”‘f;:g:;"_??am On situations bel d writeaBEER
—rr feedback - Individuals will
»  Effect then sh r written message for
»  Expectation the discuss and edit.
= Result

Slide 33

i% Important Notice I

If A Manager Has Done A Good
Job At Day-To-Day Coaching And
Giving Feedback, There Should
Mever Be Any “Surprises” On An
Employee's Performance Review.

QS

_yy
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Slide 34
5% Important Notice I/
Unless Employees Have Heard
Clearly, Directly And Honestly
From You About Improvements
Meeded, Employees Will And
Should Expect Mothing Less Than
An "“Acceptable” Rating On Their
Performance Reviews.
= A\
Slide 35 Have participants go to &28)
mM m and explain the qui @Yce
sheets on commu @ ns & non-
== Developing SMART Goals verbal communication:
== Measurable Behaviors Hua #”
= Setting Goals & Objectives Page #28 %
= Jgentifying Meeds 5Minu @
== Developing Others %
== Sample Forms O
- -
Siide 36 &Q
v
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Slide 37

What Questions

Do You Have?

;I %.ﬂr"

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

compl ete course evaluationstand
thank them for their participations as
they exit the roomy

Course evaluations (Last 2 Pagesin
Workbook)
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