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Catbert: Prepping for Performance Appraisals
[image: ][image: ]Positive/Neutral Correspondence
It’s time to remind all supervisory personnel that they must complete employee performance appraisals by November 15. Your boss, Adam Baum (Director of Human Resources), asks you a draft a procedural message announcing the deadline. In talking with Adam, you learn he wants you to summarize some of the main steps employees should take in the appraisal process. Adam says the appraisals are really important this year because of recent company restructuring, shifting job titles, and changing employee responsibilities. Additionally, many offices are installing new technologies and following new procedures. It’s been a hectic year. Adam mentions that some supervisors will want to attend a training workshop on November 1st where they can update their skills. Supervisors who want to reserve a space in the training workshop should contact Sheila Blige at s.blige@cyberdyne.com. When you ask him what procedures you should include in the memo, he tells you to consult the employee handbook and pick out the most important steps.
In the handbook you find suggestions that say each employee should have a performance plan with three or four main objectives. In the appraisal the supervisor should mention three strengths the employee has, as well as three areas weaknesses. One interesting comment in the handbook indicated that improvements should focus on skills, such as time management, rather than on things like being late frequently. Supervisors are supposed to use a scale of 1 to 5 to assess employees: 1 = consistently exceeds requirements; 5 = does not meet requirements at all. (You think to yourself that the scale is screwy; it’s certainly not like grades in school, but you can’t change the scale.) Finally, supervisors should meet with employees to discuss the appraisal. Completed appraisals should be sent to Adam’s office.Your Task: Draft a correspondence from Adam Baum (Director of Human Resources at Cyberdyne) to all department heads, managers, and supervisors. Announce the November 1st deadline for performance appraisals and provide info about the training workshop. List five or six steps to be taken by supervisors in completing performance appraisals. If you need more information about writing performance appraisals, Google to find more helpful advice than what you were given.
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