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WHEN REVIEWS...

GO RIGHT
A powerful tool.
Motivate people.
Strengthen the organisation by focusing
on performance and improvement.

GO WRONG
A dreaded chore.
Depress managers and employees alike.
Can do serious damage to the working
relationship.

Did you know...?
25%

One in four employees are actively looking
for a new job.

30

30% of employees believe their
organisation’s performance management
process is unfair.

20%

One in five employees believe
communication with their managers is
ineffective.

%

(Source: CIPD Employee Outlook)

DEALING WITH MILD MAXINE
THE TIMID EMPLOYEE ON THE BRINK OF RESIGNING

DON’T
Assume her silence means
everything is fine.

DO
Create an informal, unhurried atmosphere.

Rapport building is very important, particularly with shy people.

Praise and encourage.

Make the review a pleasant experience.

Probe and listen.

Ask open (how, what and why) questions to get the person talking.

Give her time to talk.

People need time to think.

DEALING WITH TOUCHY TRACEY
THE EMPLOYEE WHO TAKES CRITICISM PERSONALLY

DON’T

DO

Critique their personality.

Focus on performance, not personalities.

This isn’t therapy and you’re not a
psychiatrist.

We can’t change personalities; we can change behaviour which means concentrating on performance.

Save up negative feedback for
the review meeting.

Use positive language.

No surprises!

e.g. “We have got to get your reliability up to the same
standards as the rest of your performance areas.”

Encourage self-appraisal.

It is much less threatening to ask people what they think about
their performance than simply telling them what you think.

DEALING WITH AGGRESSIVE ALAN
THE EMPLOYEE WHO TAKES CONTROL

DON’T
Be vague in your criticisms.
Allow yourself to be distracted.

DO
Structure the interview.

Decide on the main performance areas you want to talk about.

Focus on the facts.

This means two things: Resist the temptation to get sucked into
irrelevant discussions and nail down generalisations.

Agree measurable targets.
Set review dates.

A review should be part of a never-ending process of
improvement.

