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Performance management program

Sandra Safran HR Services- Workshop Facilitator
8:45 a.m. 
Day 1 Registration

9:00
 
Program Begins

Part 1
Introduction of the Program, its Goals, Participants and Facilitator

Training Program Process


The Role of the Manager/Supervisor

Key Principles – Effective Communication for Discussions with Employees

10:30-10:45
Break
10:45
Part 2

Managing Work Habits and Employee Performance

Concepts and Critical Steps for Successful Discussions

Benefits of Positive Discussions

Skills Practice and Debriefing

Summary

12:30-1:15
Working Lunch, including an introduction to the 
 
ONESTEP On-Line Compensation Framework
1:15 p.m.
Part 3
Using Effective Follow-Up Actions

Concepts and Critical Steps for Successful Discussions

Benefits of Positive Discussions

Skills Practice and Debriefing

Summary

2:45-3:00
Break
3:00

Part 4
Maintaining Improved Employee Performance

Concepts and Critical Steps for Successful Discussions

Benefits of Positive Discussions

Skills Practice and Debriefing

Summary

4:00 p.m.
End of Day 1

Performance management program

Sandra Safran HR Services- Workshop Facilitator
9:00 a.m. 
Day 2  
Program Begins
Review of Day 1

Part 5
Goal Setting

Accountabilities, Goals and Standards

Performance and Development Review Form and Guidelines


Concepts and Critical Steps for Goal-Setting Discussions

Exercise and Debriefing

Summary

10:30-10:45
Break
10:45

Part 6
Preparing for a Performance and Development Review

Gathering and Assessing Information

Relating Goals to the Performance and Development Discussions

Preparing for the Discussions

Appraising and Rating Performance

Pitfalls of Performance Appraisals and Ratings 

Exercise – Sample Evaluations

12:30-1:00
Lunch

1:00

Part 7
Discussing Unsatisfactory Performance

Concepts and Critical Steps for Successful Discussions

Providing Effective Feedback

Skills Practice and Debriefing

Summary

2:45-3:00
Break
3:00

Part 8
Discussing Satisfactory Performance

Concepts and Critical Steps for Successful Discussions

Providing Effective Feedback and Reinforcement

Skills Practice and Debriefing

Summary

Part 9

Summary, Conclusions and Commitments

4:00 p.m.
End of Day 2 and of the Two-Day Performance Management Program
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