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WORDS on a performance appraisal

Quiz

Following are sample statements from a performance appraisal.  Which ones are appropriate?  Which ones are not, and how would you change them to make them more appropriate?

“you are the best Licensing Technician I have ever supervised”        (From an appraisal summary)
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




“Your  planning and organizing skills are your strength.  You are well above average in this dimension.”  (Regarding the behavioral expectation, “Planning and Organizing”)
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




“you displayed strong leadership.  In handling the Myers incident, you stepped in and calmed the team members and then involved them in drafting a plan to correct the problem.  When the new inspection procedures were introduced, you explained the rationale for the new procedures, asked for concerns, either answered the concerns or got back to your staff within a week with an answer, and reaffirmed the importance of fully complying with the new procedures.” (Regarding the behavioral expectation, “Leadership”)
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




“your  judgment was questionable at times.”  (Regarding the behavioral expectation, “Judgment” or “Decision Making”)
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




“you may think that I haven’t noticed, but over the past year you have consistently taken excessively long lunch breaks.  In August of last year, for example, you took 10 lunch breaks of 2 hours or more in duration.  The trend continued throughout the year.  In April, for example, you took at least one lunch break that lasted for 3 hours.  This must be corrected immediately.”  
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




“You achieved 98% accuracy, thus exceeding the 95% target.”  (Regarding a results expectation that requires processing accuracy at the 95% level)
	Appropriate?           FORMCHECKBOX 
 Yes       FORMCHECKBOX 
No

	If not, how would you make it more appropriate?




Answer key

“you are the best Licensing Technician I have ever supervised”        (From an appraisal summary)
	Appropriate?  

No.  It compares the  employee’s performance against others,’ rather than against performance expectations.

	If not, how would you make it more appropriate?  

Eliminate comparison to others.  In the summary, describe the employee’s principal accomplishments, shortfalls and, strengths, and development needs.


“Your  planning and organizing skills are your strength.  You are well above average in this dimension.”  (Regarding the behavioral expectation, “Planning and Organizing”)
	Appropriate?  

No.  This statement conveys no useful information.

	If not, how would you make it more appropriate?  

“On the QRS project, you worked with the client to develop the plan, reported progress weekly, had a backup plan ready if there was a supplier problem, and completed the project on time.  The Mercury project presented more challenges and your plan did not adequately account for weather delays.  You made corrections along the way and the project was completed late and over budget.” Note that information concerning how these two projects met the specific expectations defined in the work plan would be provided in the results expectations section of the appraisal.


“you displayed strong leadership.  In handling the Myers incident, you stepped in and calmed the team members and then involved them in drafting a plan to correct the problem.  When the new inspection procedures were introduced, you explained the rationale for the new procedures, asked for concerns, either answered the concerns or got back to your staff within a week with an answer, and reaffirmed the importance of fully complying with the new procedures.” (Regarding the behavioral expectation, “Leadership”)
	Appropriate?  

Yes.  There are specific examples here.

	If not, how would you make it more appropriate?


“your  judgment was questionable at times.”  (Regarding the behavioral expectation, “Judgment” or “Decision Making”)
	Appropriate?  

No.  What does “questionable” mean?  Give me some examples!

	If not, how would you make it more appropriate?  

“On three occasions that were reported when the men teased Rhonda, you did not step in immediately to stop the inappropriate behavior.  On other occasions, however, you have exercised good judgment.  Your decision to call in the crew when the power went out was good; you foresaw that the outage would affect traffic.  And when four of your crew were accosted by an irate citizen, you intervened effectively to protect your crew and prevent the incident from escalating.”


“you may think that I haven’t noticed, but over the past year you have consistently taken excessively long lunch breaks.  In August of last year, for example, you took 10 lunch breaks of 2 hours or more in duration.  The trend continued throughout the year.  In April, for example, you took at least one lunch break that lasted for 3 hours.  This must be corrected immediately.”  
	Appropriate?  

No.  Don’t save up incidents like this for the end-of-year appraisal.  Lateness should be confronted at the time it becomes a problem.

	If not, how would you make it more appropriate?  

If the supervisor had dealt with the lateness problem when it arose, the appraisal would include a reference to the problem and that it had been corrected (or not).


“You achieved 98% accuracy, thus exceeding the 95% target.”  (Regarding a results expectation that requires processing accuracy at the 95% level)
	Appropriate?  

Yes.  In fact, all the supervisor would really need to enter here is “98%.” 

	If not, how would you make it more appropriate?
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