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Instructor Notes: 

DO:

SAY:

DISCUSS: 

REFERENCE NOTES: 
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Performance Management
Curriculum Overview

• Course #1: Critical Elements of Providing Performance Feedback (CEPPF)

• Course #2: Writing Effective Performance Reviews (WEPR)

• Course #3: Goal-Setting and Follow-Up (GSF)

• Course #4: The Art of Having Difficult Conversations (AHDC - Advanced)

Instructor Notes: 

DO:

SAY: Welcome to Performance Management, a 4-course curriculum for new managers at TEKsystems. 

Before we begin exploring the Critical Elements of Providing Performance Feedback, I’ll quickly 
provide you with a run-through of what you should expect during our time today as well as a few 
house keeping items. 

We’ll get a chance to learn a little bit about each other during a brief Introduction segment and then 
we’ll jump right in to Lesson 1.  

DISCUSS: 

REFERENCE NOTES: 
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Getting Started

• Welcome & Introductions

• Lesson 1: The Why, What, and How of Performance Feedback (60 minutes)

– Knowledge Check & Debrief

• BREAK (15 mins)

• Lesson 2: The Art of Having Difficult Conversations (Introduction) (60 minutes)

– Roleplay Activity

– Group Discussion/Debrief

• LUNCH (1 hr)

• Review: Lessons 1 and 2 (10 minutes)

• Lesson 3: Performance Feedback Tools and Resources (40 minutes)

– Knowledge Check & Debrief

• End-of-Training Evaluations
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Training Day Schedule (CEPPF)

Instructor Notes: 

DO: Review schedule on slide

SAY:

DISCUSS: 

REFERENCE NOTES: 
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Getting Started

• The “Parking Lot”

• Instructional Tools and Resources:

– Participant Handbook

– Student Support Tools/Resources

– Access to Training Session Recordings

– Post-Training Resources

• Breaks (restrooms; snack room)

• End-of-Training Evaluations
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Housekeeping

Instructor Notes: 

DO: Review housekeeping notes on slide

SAY: Ok, now that’s out of the way, let’s get to know each other!

DISCUSS: 

REFERENCE NOTES: 
The “Parking Lot” is a place where you keep track of questions participants may ask during instruction 
that was slightly off topic (or will be covered later in the course.) This is an effective strategy to use in 
order to help with time management during instruction.
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• Your name

• How long you’ve been a TEKsystems employee

• Leadership or people management experience

• The ONE thing that terrifies you the most about
conducting performance reviews.

• Favorite ice cream!
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Introductions
Let’s hear from you!

Instructor Notes: 

DO: Introduce yourself and ask each participant to introduce themselves by providing the following information: 
1. Your name
2. How long you’ve been at TEKsystems.
3. Any leadership or people management experience? Explain.
4. The one thing that terrifies you the most about conducting performance reviews.
5. Favorite ice cream!

SAY:

DISCUSS: 

REFERENCE NOTES: 
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Course Objectives

• Explain the benefits of an effective performance feedback process

• Describe common performance feedback mistakes and how to avoid them

• Identify effective strategies for having difficult conversations

• Identify the top five tips for navigating performance review sessions

• Locate TEKsystems-approved performance feedback tools and resources
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At the end of this course, you will be able to…

Instructor Notes: 

DO: Review course objectives on the slide.

SAY: 

DISCUSS: 

REFERENCE NOTES: 
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LESSON 1
The Why, What, and How of Performance 
Feedback

7© 2019 TEKsystems, Inc. ALL RIGHTS RESERVED.

Instructor Notes: 

DO:

SAY:

DISCUSS: 

REFERENCE NOTES: 
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Lesson Objectives

• Explain the benefit of an effective performance feedback process

• Give examples of how performance data collection informs business decisions

• Describe common performance feedback mistakes and how to avoid them

• Identify the top five tips for navigating performance review sessions
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At the end of this lesson, you will be able to…

Instructor Notes: 

DO: Review objectives on the slide

SAY: 

DISCUSS: 

REFERENCE NOTES: 
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THE “WHY”
Performance Feedback Process

Instructor Notes: 

DO:

SAY: 

DISCUSS: WHY is it importance to have a performance feedback process in place? Why is it necessary?

REFERENCE NOTES: 
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Key Benefits of Effective Performance Feedback
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The Organization

•Data Collection

•Business Decisions

– Compensation

– Succession Planning

– Workforce Adjustments

Instructor Notes: 

DO:

SAY: 

DISCUSS:

REFERENCE NOTES: 
"We use the performance appraisal data to make a lot of important business decisions," continues Grote, author 
of How to Be Good at Performance Appraisals (Harvard Business Review Press, 2011). "If the company doesn't 
train managers in how to do a good job in assessing performance, then the data coming out of the performance 
appraisal system is inaccurate and it results in bad decisions in compensation, succession planning and reductions 
in workforce." 
https://www.shrm.org/hr-today/news/hr-magazine/pages/1212-performance-appraisal-training.aspx
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Key Benefits of Effective Performance Feedback

•Expectation Management

•Professional Development (Growth Path 

Planning)

•Personal Growth & Development
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The Employee

Instructor Notes: 

DO:

SAY: 
• Helps employees grow both personally and professionally
• Supports healthy communication between managers and their reports (helps with expectation management)

• Employees are clear on what is expected of them
• Employees get a clear understanding how what they do every day impact business goals and decisions

DISCUSS:

REFERENCE NOTES: 
(https://hbr.org/video/2745595547001/the-value-of-an-honest-performance-review) 
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“WHAT” & “HOW”
Common Performance Feedback Mistakes and 
How to Avoid Them

Instructor Notes: 

DO:

SAY: 

DISCUSS: 
Past performance review experiences. What didn’t work well and why?

REFERENCE NOTES: 

12



© TEKsystems, Inc. ALL RIGHTS RESERVED.

DO’s and DON’Ts of Performance Reviews

13

* Reference: American Management Association

Common Mistakes Solution

• One-way, top-down process 

• Boss = judge and jury

• Two-way process or…

• 360-degree system (peer and 
self reviews)

Instructor Notes: 

DO:

SAY: 

DISCUSS: 

REFERENCE NOTES: 
(Taken directly from AMA’s website. For reference purposes only.)
https://www.amanet.org/articles/the-dos-and-don-ts-of-performance-reviews/

Mistake: The performance review is a one-way, top-down process in which the boss serves as judge and jury of 
employees’ behavior and achievements on the job.

Solution: Make it a two-way process, at the very least. (If you really want an effective review system, design a 
360-degree system that involves peer reviews as well as a self-review.) The employee should have written a self-
appraisal prior to the meeting with his or her boss—a written document comparable to what the boss is 
preparing. That way, both people in the meeting will be focused on the documentation of job performance, 
instead of the boss focusing on the employee. Remember: We do not evaluate people—we evaluate their results.

After a brief setting-the-tone introductory comment or two by the boss, the employee should be invited to go 
over his or her self-appraisal first. This helps eliminate defensiveness and gets the meeting off to a good start by 
establishing that it is a dialogue, a two-way conversation in which both parties can share observations, 
perspectives, and comments about job performance.
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DO’s and DON’Ts of Performance Reviews

14

* Reference: American Management Association

Common Mistakes Solution

Employees receive little or no 
advance notice of their 
“Judgment Day.”

Schedule performance reviews 
well in advance.

Instructor Notes: 

DO:

SAY: 

DISCUSS: 

REFERENCE NOTES: 
(Taken directly from AMA’s website. For reference purposes only.)
https://www.amanet.org/articles/the-dos-and-don-ts-of-performance-reviews/

Mistake: Employees receive little or no advance notice of their “Judgment Day.”

Solution: Performance discussions ideally should be conducted on a regular basis, on a schedule well-known and 
well-publicized to everyone in the organization.

14



© TEKsystems, Inc. ALL RIGHTS RESERVED.

DO’s and DON’Ts of Performance Reviews

15

* Reference: American Management Association

Common Mistakes Solution

• Providing vague feedback

• Assigning arbitrary numerical 
“grades”

Provide well documented 
performance feedback

Instructor Notes: 

DO:

SAY: 

DISCUSS: 

REFERENCE NOTES: 
(Taken directly from AMA’s website. For reference purposes only.)
https://www.amanet.org/articles/the-dos-and-don-ts-of-performance-reviews/

Mistake: Managers are vague in their feedback to employees. Or they assign arbitrary numerical “grades” with 
little or no substantiation.

Solution: Performance feedback needs to be well documented in order to be effective. Here’s where it helps to 
have a good paper trail—documentation of both the good results and the not-so-good results.

Don’t rely on your memory in outlining how well the employee achieved his or her goals and met your 
expectations. (The human memory is a mismatch detector and it will always do a good job of remembering the 
bad stuff, while forgetting the good stuff.) Keep a file on each person who reports to you, and make regular notes 
to yourself on behavior and results as you observe them—the good, the bad, and yes, even the ugly. Encourage 
your employees to keep files for themselves, so that they, too, have documentation when they are writing their 
self-appraisals. Mutual documentation helps keep everyone’s focus on the job, not on the person.
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DO’s and DON’Ts of Performance Reviews

16

* Reference: American Management Association

Common Mistakes Solution

Focus is on employee TRAITS, 
rather than BEHAVIORS and 
RESULTS

Keep your evaluation focused on 
observable BEHAVIORS and 
RESULTS

Instructor Notes: 

DO:

SAY: 

DISCUSS: 

REFERENCE NOTES: 
(Taken directly from AMA’s website. For reference purposes only.)
https://www.amanet.org/articles/the-dos-and-don-ts-of-performance-reviews/

Mistake: The review process tries to evaluate traits, rather than behaviors and results.

Solution: This is one of the most common mistakes I see on performance review forms—they try to evaluate 
personal traits, such as leadership, motivation, conscientiousness, attitude and so on. The problem with traits is 
that they are internal and subjective— almost impossible to evaluate on a fair basis.

Instead of traits, keep your evaluation focused on two things: Behaviors and results. Behaviors are actions that 
you can observe directly—she did the filing, he answered the phone, she called on customers, he repaired the 
machines, and so on. Results are also observable: She achieved her sales quota, he reduced waste by X%, she 
increased productivity by X amount, he completed his projects on time, and so on.
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DO’s and DON’Ts of Performance Reviews

17

* Reference: American Management Association

Common Mistakes Solution

No follow-up action plan Create an action plan 

Instructor Notes: 

DO:

SAY: 

DISCUSS: 

REFERENCE NOTES: 
(Taken directly from AMA’s website. For reference purposes only.)
https://www.amanet.org/articles/the-dos-and-don-ts-of-performance-reviews/

Mistake: There is no follow-up action plan put in place at the end of the performance appraisal.

Solution: The final thing to discuss in a performance review conversation is “What next?” What steps does the 
employee need to take to make sure that areas for improvement actually improve? And what support does the 
employee need from you to make that happen? An action plan is the perfect element to conclude an effective 
performance review discussion. Keep it simple. Three or four next steps are just fine. Remember, this is the 
beginning of the next cycle in the coaching process. Keep it positive and practical.
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Instructor Notes: 

DO:
Review Infographic “Performance Feedback: Top 5 Tips for Navigating Performance Review Sessions”

SAY: 

DISCUSS: 

REFERENCE NOTES: 
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KNOWLEDGE 
CHECK
Lesson 1

Instructor Notes: 

DO: Introduce the Knowledge Check. (Note: this is a group activity)

SAY: 

DISCUSS: 

REFERENCE NOTES: 
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QUESTION #1
What are benefits of
effective performance 
feedback?

20

Instructor Notes: 

DO: Ask the class the question on the slide. Encourage different participants to give responses.

SAY: 
What are benefits of effective performance feedback?
----
Possible Answers:
• Business benefits (data collection that informs business decisions such as compensation, succession planning 

and workforce Adjustments
• Personal development and growth

DISCUSS: 

REFERENCE NOTES: 
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QUESTION #2
What are common 
performance feedback 
mistakes? (Explain how to 
avoid them)

21

Instructor Notes: 

DO: Ask the class the question on the slide. Encourage different participants to give responses.

SAY: 
What are common performance feedback mistakes and how to avoid them?
----
Possible Answers:
• Mistake: one-way/top-down performance feedback process
• Solution: Two-way process or a system of peer + self reviews (360-degree system)

• Mistake: Giving employees litte to no advance notice of the review session
• Solution: Schedule performance reviews well in advance (communicate early)

• Mistake: Providing vague feedback; assigning arbitrary "grades"
• Solution: Provide well-documented performance feedback

• Mistake: Focusing on employee traits
• Solution: Focus feedback on observable behaviors and results

• Mistake: No follow-up action plan
• Solution: Create an action plan with measurable goals

DISCUSS: 

REFERENCE NOTES: 
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QUESTION #3
What are the top 5 tips for 
navigating performance 
review sessions? 

22

Instructor Notes: 

DO: Ask the class the question on the slide. Encourage different participants to give responses.

SAY: 
What are the top 5 tips for navigating performance review sessions?
----
Answer:
• Be prepared
• Be clear about the intent of the session (set session expectations)
• Be honest and direct
• Be solution-oriented
• Beware of the common mistake of evaluating people (traits). Instead, focus on evaluating observable 

behaviors and results.

DISCUSS: 

REFERENCE NOTES: 
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DEBRIEF
Lesson 1

23

Instructor Notes: 

DO:

SAY: 

DISCUSS: 
Field any additional Lesson 1-related questions from students. Ensure that all applicable items in the 
parking lot have been addressed.

REFERENCE NOTES: 
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BREAK!
Back in 15 minutes

24
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