SUGGESTED RESPONSES TO

EMPLOYEE APPRAISAL CASE SITUATIONS

SITUATION 1

Express gratitude for the employee’s active participation.  This employee has voiced the expected response.  Most employees want information about their strengths and weaknesses and how to invest their time more profitably for improvement.  Don’t forget the importance of sincere praise when it is earned. 

SITUATION 2

Listen with an open mind.  Without interrupting or arguing, try to find out why the person is placing the blame elsewhere.  Then move the discussion toward corrective action that can be achieved with the employee’s cooperation.  Compliment the employee anytime a move is made toward accepting responsibility.  Follow up closely and schedule another review soon to measure changes in the employee’s point of view.  

SITUATION 3

Listen carefully to the employee.  Then indicate your willingness to re-examine your data.  If it develops that the employee’s information is more valid than yours is, modify your position accordingly. If you believe the employee’s data is invalid, or irrelevant, stand your ground and explain your position.  

SITUATION 4

The appraisal process intimidates some individuals and a special effort is required to open things up.  Others may feel a quick agreement will save them from a discussion of their faults.  When employees are reluctant to talk, encourage them by asking questions.  Ask them to suggest activities, which would help them.  Ask them to summarize their performance.  Ask their conclusions at the end of the session.  Ensure they provide input about their new performance plan. 
