Instructors Guide

On the following pages is a
sample module from our
Instructor Guide. It provides the
instructor with a copy of the
material and a Lesson Plans
box.

The key benefit for the trainer is

the Lesson Plan box. It provides O
a standardized set of tools to B_ I
assist the instructor for each

lesson. The Lesson Plan box

gives an estimated time to

complete the lesson, any

materials that are needed for

the lesson, recommended

activities, and additional points

to assist in delivering the

lessons such as Stories to Share
and Delivery Tips.
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My grandfather once told me that there were
two kinds of people: those who do the work
and those who take the credit. He told me tc

try to be in the first group; there was much
less competition.

Indira Gandhi

Module Two : How to Conduct Annual Reviews

An annual review can help you keep your employees happy,
engaged, and focused. Itis human nature to want to succeed, so by
offering your employees feedback on their positive and negative
attributes, you are guiding them on theiafhway to success. A

poorly designed annual review can have the reverse effect. In this
module, we will discover how to conduct a we#signed employee
annual review.

Develop the Process

A welldeveloped annual review process can help strengthen your employees and
your company. Reviews help employees see their strengths and weaknasdesn

be a great way to recognize them for their great work and let them know what needs
to be improved Here are some ways to develop your annual review:

1 Put thought into your evaluatior You should decide what it is you are wanting to convey to
your employee, what message you are wanting them to leave with. Many times, these
evaluations are rushed, bybur employees need to know that the evaluation is important,
because they are important.

1 Set categoriesDecide what categories of the job are going to be included in the employee
evaluation.

1 Set benchmarks for the categories selectethke the time to dcide what the benchmarks
should be for the set categories. Make sure to do research, the benchmarks should be realistic.

91 Location, location, locationTake the time to find a place that is private, and not too sterile.
You want the employeetobecomfo 6f S | yR R2y Qi gl yld G2 KIF@S i
eavesdropping.
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1 Have an agendaHaving an agenda helps relieve some anxieties an employee may be having
about the review. Your agenda should include:
o PastPerformances KI G G KS SYLX 2 &S S QgreviadS ye&ir 2rydalsy OS 4 |
o Current Performance2 KI & (G KS SYLX 288S5Qa Odz2NNBy (G LISNF 2|
o bSEG , SI-\WHBnewdyddlsfbridbenchmarks you'd like the employee to meet.
0 Game planThe plan that you are going to utilize in order for the employee to correct
any problems, and meet the future set goals.
f Have periodicreviews, 2dz R2y QiG ¢y i (2 32 | 6K2fS @SIN Iy
out they are not preforming to the best of their abilities. You want to prepare them before an
annual evaluationsohave periodic evaluations throughout the year. This way, the employee
can understand what they are doing correctly, and what needs work before their annual review.
These periodic evaluations help the employee to change whatever is prohibiting them from
being the best they can be. They also help you as a supervisor determine if additional training is
necessary.
91 Decide the appropriate paperworkDecide what paperwork you will need for the review. This
could include job descriptions, your periodic revieek.
 Getorganizedta | 1S &dz2NB @&2dz KIS GKS SYLX 28S8SSQa NBO2N
review is not traumatic for the employee or reviewer.

Other little tips for your review process:

1 Get it together!- Make sure you have all of your paperwork rgdmbfore the meeting. No one
likes their time wasted because someone was ill prepared.

1 Get and give feedbaeksive feedback to employee about the areas in which they are excelling
and need work on, but also give them the opportunity to give you feedbacktat you excel at
and need to work on.

1 52y Qi o Wheil tcondRcEing employee evaluations, you should try to make sure you do it
within a few weeks of their anniversary. It is easy to get side tracked, but these evaluations are
a priority!

1 Encourge selfreflection Allow the employee to tell you what they think they do well, and what
they think they need work on. It can help your employee learn the value eass#fissment, but
also show them how much you value their opinions.

1 Encourage ventingsive the employee the opportunity to address any comments, concerns, or
suggestions that they may have.

f Be straightforward with negative feedbadR A @S O2y 4 4 NHzOGA S ONRGAOAAYZ
it will help everyone in the long run.

Estimated Tine 13 minutes

Topic Objective Introduce understanding the importance of periodic evaluations and how
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develop the process of conducting annual reviews.

Topic Summary

Surprise review

Discuss understanding the importance of periodic evaluations anditnow
develop the process of conducting annual reviews.

Materials Required

Flipchart/board and marker, Paper

Planning Checkilist

None

Recommended Activity

Individually, take a moment to do a quick outline on what you would use
an annual review. It can be very basic. Once complete, as a group disc
the different steps for developing an annual review process.

Stories to Share

Share any personal oelevant stories.

Delivery Tips

Encourage everyone to participate.

Review Questions

What can periodic evaluations help supervisors determine?

Set Benchmarks Early

It is important when you are preforming annul reviews, that the employees

know what is expected of them. Setting a benchmark is how you can show

your employees what you and your company expect of th&un, what is a
benchmark? A benchmark isaselinestandard that you or your company
sets for youemployees. A benchmark coulcean that your employee has to
have acertain quality of work, rate awhich a function is processeanumber

of units completedor any combination of thes&mployees shouldebaware of the benchmarks that

are set, as soon as possible. A great way to notify new employees of benchmarks is to include them in

the orientation or initial training. Keep in mind though, that there is a lot of information given to

employeesduringdr Sy G GA2y k AYAGAFT GNIAYyAy3dr a2 AdQa

the standards they are expected to meet.

Estimated Time

8 minutes

Topic Objective

Introduce understanding benchmarks and their importance in annual
reviews.

TopicSummary

Benchmarks
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Discuss understanding benchmarks and their importance in annual revig

Materials Required Worksheet 1: Benchmarks

Planning Checklist None

Recommended Activity | Complete the worksheet individually, discuss the results.

Stories to Share Share any personal relevant stories.
Delivery Tips Encourage everyone to participate.
Review Questions How often should employees be reminded of their benchmarks?

Agreement with Set Benchmarks

Now that you understand what a benchmark is, you can determine appropriate
« benchmarks to set. Itis important when setting your benchmarks that you, your
company, and employees feel like they are reasonable benchmarks. Your company
wants to have optimal productivity, so the benchmark needs to be high enough to
FIOAEAGIGS GKS YAYAYdzy aidl yRINRa 2F (KS Oz
9YLX 28SSa ySSR (2 ¥FSSt tA1S AdQa y20 AyYLRaaraoftSsS
can make employees feel insecure, underappreciated, and cause job dissatisfaction. So how can you
make sure everyone is in agreement with the benchmarks? There are several ways to do this, however
the most successful way is to create a committee. Formiogmmittee of employee representatives
and upper management can help you make sure that everyone is onboard with the benchmarks. Keep
in mind when you are setting these benchmarks that they are meant to be a baseline standard, and the
goal is for emploges to meet and surpass the benchmark.

_— »

Estimated Time 8 minutes

Introduce understanding the importance of everyone agreeing on the sef

Topic Objective benchmarks.

Agreeing with Benchmarks

Topic Summary Discuss understanding the importance of everyageeeing on the set

benchmarks.
Materials Required Flipchart/board and marker
Planning Checkilist None
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Recommended Activity

As a group, discuss the benchmarks set by your company. If there are 1
discuss benchmarks that could be set. Have youwaeked for a company
that set an unreasonable benchmark? Share experiences, if applicable.

Stories to Share

Share any personal, relevant stories.

Delivery Tips

Encourage everyone to participate.

Review Questions

What is the goal when settingl@enchmark?

Hold an Effective Meeting

Meetings are imperative to any supervisor and employee relationship. Meetings are

the venue to notify employees of new benchmarks, policies, procedures, and to show
recognition. While meetings are standardalmost every company, a lot of
adzLISNIAa2NBE KI @S LINRPOofSYa K2f RAy3 Fy STTS(
to aid in having an effective employee meeting.

Have a clear purposddentify the reason for the meeting, and stay on track. An awesome way

to make your purpose clear is to include an agenda. An agenda helps keep you on track, and

makes sure that everything needed to be discussed is addressed. It is easy to go off on a

tangent and forget to discuss other pressing business, so stick taydrea!! Agendas also

help attendees remember what was addressed at the meeting.

Invite the appropriate staff. When you are going to have a meeting, make sure your attendees
NEFffte ySSR (2 0S GKSNB® , 2dz R2ydeartmertahd G2 KI
NBIljdZANS GKS ¢gK2fS O2YLIlye G2 FGOGSYR® Wwdza d | a
do your employees, so be respectful.

Keep it short! No one wants to be stuck in a meeting for hours on end. Hit your points, make
suretherearg QG | yeé |jdzSadAz2yas FyR Y2@0S 2yH

Be punctual. A meeting needs to have a start time and an ending time. Be sure to stick with the
schedule. Going over on a meeting causes your employees to quit listening to you and start
focusing on the clock instead.

No distractions.L 4 Qa | 3ANBF G ARSI G2 2dzifl g GSOKy2f238
RSGAOSA AY |+ YS8S8GAy3 Oly GdNY Iy 8YLX2888Qa |

going to pay attention, what is the point of the meeting?

Any guestons? Not everyone is comfortable asking questions in front of a group. Save a little
time at the end for people to personally come up to you and ask questions. This allows the
employee to voice any questions they may have about the material sharedeahshfe doing

so.
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Estimated Time

8 minutes

Topic Objective

Introduce understanding how to hold an effective meeting.

Topic Summary

Employee Meetings.

Discuss understanding how to hold an effective meeting.

Materials Required

Flipchart/board andmarker

Planning Checkilist

None

Recommended Activity

As a group, share personal stories of a time when you attended an
employee meeting that had gone awry. What made the meeting an
ineffective meeting? Is there a time where you were a part of a-mwell
employee meeting? What made it so successful?

Stories to Share

None

Delivery Tips

Encourage everyone to participate.

Review Questions

Why is it important to allow for onen-one questions at the end of a
meeting?

Practical lllustration

feedback from him as well.

solution to the problem.
guestions or concerns.

“ Ursulais a new employee at the Preppy Bean coffee company. She was very excited
to get this job, she has heard it is a great place to work. She works in the customer
service department, which deals mostly with receiving and entering orders, and
handling custmer complaints.Walteris the supervisor of the department. His
employees respect him a lot because he always tells them their strengths and
! weaknesses when it comes to job performance. He gives regular evaluations, annual
employee reviews, and knowselbenefit of retraining when necessary. Ursula has
heard so much positive feedback about her new boss Walter, and has had the opportunity to receive
He has expressed to her on numerous occasions how much of an asset he
feels lke she is to the company. When he gives her criticism, it is constructive and he always has a
Because of all of the positive feedback, Ursula has no problem voicing her

Estimated Time

5 minutes

TopicObjective

Outline the Practical lllustration.
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Practical lllustration
Topic Summary
Outline the Practical lllustration

Materials Required None

Planning Checklist None

Recommended Activity | Discuss the outcome of the Practical lllustration.

Stories toShare Share any personal, relevant stories.
Delivery Tips Encourage everyone to participate.
Review Questions When Walter gives Ursula criticism, what kind of criticism does he give h
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Module Two: Review Questions

1.) What can a welteveloped annualeview process do for the employees and the company?

a) Strengthen the company

b) Help employees see what they need to work on
c) Help give recognition to employees

d) All of the above

A welldeveloped annual review process can help strengthen your employees and your
company. Reviews help employees see their strengths and weaknesses, it is a great way to
recognize them for their great work and let them know what needs to be improved

2) should be giviimoughoutthe year.

a) Annual Evaluations
b) Periodic Evalations
¢) No Evaluations
d) All of the above

Periodic evaluationshould be givethroughout the yea, with an annual review to summaez
the year. This way the employee can understand what they are doing correctly, and what needs
work before their annualeview.

3.) What is a benchmafk

a) A minimum requirement of performance

b) A seat

¢) A mark that is on a park bench

d) The highest achievement a person can achieve

A benchmark is a standard of performance that you or your company sets for employees. It is a
base line fo employees to meet. The goal is for the employees to meet the set benchmarks and
excel further.

4.) What criteria does a benchmark not entail?

a) Specific quality of work

b) Speed in which work is processed
c) An annual review

d) Quantity in which work is processed

Abenchmark could mean that your employee has to havaegain quality of work, rate at
which a function is processed, the number of units completedny combination of these.
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5.) Which is the most successful way to make sure everyone agrees on a benehmark

a) Online poll

b) Have a committee

c) Make the decision yourself
d) Ask your neighbor

There are several ways to make sure everyone is in agreement with the benchmarks, however
the most successful is a committee. Forming a committee of employee representatives, and
upper management can help you make sure that everyone is onboard with your benchmarks

6.) Who needs to agree on the benchmarks?

a) Supervisors

b) Employees

c) Vice Presidents of the company
d) All of the above

It is important when setting your benchmarks that you, yoampany, and employees feel like

they are reasonable benchmarks. Your company wants to have optimal productivity, so the
0SYOKYIN)] ySSRa G2 06S KAIK Sy2dAK G2 FFEOAEAGE
expected productivity. Employees need to feek { S ithpbsiéile ty rAeit the standard.

Setting the benchmark too high can make employees feel insecure, underappreciated, and

cause job dissatisfaction

7.) Meetings are a great venue for what?

a) Notifying employees of new policies

b) Singling out employes for poor performance
c) Discussing personal issues

d) All of the above

Meetings are the venue to notify employees of new benchmarks, policies, procedures, and to
show recognition

8.) What types of technology should you outlaw from your staff meetings?

a) Cell phoms

b) Tablets

c) Computers

d) All of the above

LGQa F 3INBILFG ARSI G2 2dzift ¢ GSOKyz2ft238 Ay | YS
are all glued to our phones and electronic devices these days. Having one of these devices in a
meetingcantuna® YLIX 28SS5SQa FGiSyGdA2y FNRY &2dz (2 GKSJ
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9) can help you keep your employees happy, engaged, and focused.

a) Feedback
b) An annual review
¢) Accolades
d) None of the above

An annual review can help you keep your employees happy, engagetharsegd.

10.)A welldeveloped can help strengthen your employees and your company.

a) Workforce

b) Benchmark

c) Annual review process
d) All of the above

A welldeveloped annual review process can help strengthen your employees and your
company.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.
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reverse effect.

Module Two:
How to Conduct Annual Reviews

An annual review can help you keep your
employees happy, engaged, and focused. A
poorly designed annual review can have the

My grandfather once told me that there were two kinds of people: those who do the work and those who take the
credit. He told me to try to be in the first group; there was much less competition.

Indira Gandhi
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r Set Benchmarks Early

* Have a certain quality of work
* Rate function is processed
* Number of units completed

r Agreement with Set Benchmarks

* Form a committee
* Meant to be baseline standard

* Goalis to meet and
surpass benchmark

oy
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F

Hold an Effective Meeting

* Have a clear purpose
* |nvite the appropriate staff
* Keep it short

* Be punctual

* No distractions
* (Questions?

F

Practical lllustration

Ursula is a new employee
at the Preppy Bean coffee
company.
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