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Section I: Introduction and Workshop Overview 
 
Estimated Length of Time: 
50 minutes  
 
Performance Objectives: 
Participants will be able to: 

 Identify common concerns associated with the Employee Performance Review 
Process; and  

 Explain the purpose of the Employee Performance Review Process. 
 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 

 
Method of Presentation: 
Lecture, Small Group Activity, Large Group Discussion 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Colored markers 
 Idea catchers 
 Flip chart stands/pads 
 Masking tape 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #1 (The Employee Performance Review Process PowerPoint 
Presentation) 

 Handout #2 (363L: Employee Performance Review Form) 
 Handout #3 (Agenda) 
 PowerPoint Slides #1- 4: 

o Slide #1 (Title Slide) 
o Slide #2 (Learning Objectives) 
o Slide #3 (Competencies) 
o Slide #4 (Agenda) 

 Poster #1 (What Guides the Work) 
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Section I: Introduction and Workshop Overview 
 
Pre-Training Considerations: 
 
Trainer Note: In the PowerPoint presentation, you will notice that there is an arrow at 
the bottom right-hand corner of some of the slides. This arrow is a reminder that there 
is/are an additional slide(s), as there are several instances when there was too much 
material to fit on one slide. Ensure that PowerPoint Slide #1 (PowerPoint title slide) is 
displayed prior to participants’ arrival. 
 
Prior to the start of the training day, hang Poster #1 (What Guides the Work). This 
poster may be referenced throughout the training. 
 
Ahead of time, you will have to create certain posters such as the “Parking Lot”. Please 
prepare and post this and any other necessary posters before your training starts.  
 
The Training Program’s “Ground Rules” poster should be provided in each of the 
Training Program-leased training labs. Please check with your region’s Training 
Program Training Specialist to see whether this item is posted. If it is not, please ask the 
Training Specialist to send it to you. 
 
If you are aware of any resources (books, websites, trainings, etc.) that will assist 
participants either during or outside the training, feel free to offer those resources as 
part of a resource table. 
 
Throughout this training, many opportunities will arise to discuss the parallel processes 
that exist between the Employee Performance Review Process and the work that 
caseworkers do with the families that they serve. It is critical that those ties are made for 
participants in the training. 
 
Times will exist when the training will be delivered to more or fewer than 30 participants. 
The curriculum is designed for delivery to around 30 participants. In instances where 
participant numbers vary in extremes, you will have to facilitate the content differently. 
For instance, if fewer than 30 participants are in the training, more discussion time 
should be allowed. Alternatively, if more than 30 participants are in the training, the 
delivery methods will have to be changed to offer fewer activities and more lecture and 
question-and-answer time. 
 
Step 1: 
(5 minutes) 
 
As participants enter the room, ask them to complete their name tents. 
 
Introduce yourself and your expertise. Introduce the workshop, making sure to 
emphasize that this training is about the entire Performance Review Process and not 
just completing the Employee Performance Review form. Review the ground rules. 
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Step 2: 
(5 minutes) 
 
Distribute Handout #1 (The Employee Performance Review Process PowerPoint 
Presentation) and display PowerPoint Slide #2 (Learning Objectives) and 
PowerPoint Slide #3 (Competencies) and review. 
 
Trainer Note: At some point early on, you need to find out if participants completed 
their pre-work and brought it with them. If they did not, distribute it to them (you will have 
it in the form of an appendix) and tell them to complete it during the morning break or 
over the lunch break since it will be used in the afternoon portion of the workshop. 
 
Step 3: 
(15 minutes) 
 
Divide participants into small groups of about four. Distribute a blank sheet of flip chart 
paper to each of the small groups. Ask participants to fold the flip chart paper, folding 
the top of the paper so that it touches the bottom of the paper. Ask participants to label 
the top most portion “My Concerns” and the bottom portion “My Employees’ Concerns.” 
 
Ask participants to hold a small group discussion surrounding the concepts that cause 
them the most anxiety/concern related to conducting the Employee Performance 
Review Process. Instruct participants to record these concerns in the top-most portion 
of their flip chart paper, labeled “My Concerns.”  
 
When participants finish, ask them to hold another small group discussion surrounding 
those concepts that they believe cause their employees the most anxiety/concern 
regarding the Employee Performance Review Process. Instruct participants to record 
these concerns on the bottom-most portion of their flip chart paper, labeled “My 
Employees’ Concerns.”  
 
Inform participants that they will have approximately 10 minutes to complete their small 
group work. 
 
Step 4: 
(15 minutes) 
 
When participants finish, ask them to introduce themselves. As they do so, ask them to 
offer one of the concerns from each of their lists (i.e., “My Concerns” and “My 
Employees’ Concerns”) that their small group created. Rather than creating a “What’s In 
It for Me?” poster, you may choose to star those items that will be addressed during the 
training day. If the topic will not be addressed during the training, move that item to the 
“Parking Lot” and attempt to address the issue during breaks or after the training. 
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Trainer Note:  Some participants may have concerns related to completing the 
Employee Performance Review form. These concerns should be acknowledged and 
moved to the “Parking Lot” as this training is about the entire Employee Performance 
Review process and not on completing the form.  Elements of the form are discussed 
here, but step-by-step instructions on completing the form are not part of this training. 
 
Step 5: 
(10 minutes) 
 
Tell participants that, now that they have considered the concerns that they and their 
employees have, they will now consider the purpose of the Employee Performance 
Review Process, which may help to alleviate some of these concerns. Ask participants 
to offer what they believe to be the purpose of the Employee Performance Review 
Process. Talking points are offered below. 

• Performance management is an ongoing process shared by a supervisor 
and employee to facilitate planning, performing, and evaluating work to 
support the organization in realizing its mission and vision. 

• The Employee Performance Review Process leads to a clearer 
understanding of performance expectations, which is essential if 
performance management is to be successful. It should occur through 
coaching and mentoring via frequent and timely two-way communication. 

• Performance management allows for constructive direction, training, 
assessment, feedback, and recognition of employees by managers and 
supervisors to assure a competent, high-performing, and motivated 
workforce. 

• The performance review process facilitates each employee and supervisor 
having a mutual understanding of organization goals, employee job 
expectations, and the ability to meet those expectations. Having a fuller 
mutual understanding of these concepts leads to the success of the 
organization and assists in avoiding supervisor and employee frustration. 
(Pennsylvania Office of Administration: Performance Management: 
Overview, 2011) 

 
Ultimately, the purpose boils down to helping the employee grow as a professional. 
 
The performance review process is supported by the Pennsylvania Governor’s Office of 
Administration (OA) and the Bureau of Workforce Planning and Development. The 
Bureau, via the Workforce Planning and Development Division, offers guidance 
associated with the employee performance evaluation process. The Workforce Planning 
and Development Division instituted a program (called The Employee Performance 
Review (EPR) program) that provides policy, procedures, technical assistance, and 
monitoring for the administration of Commonwealth employee evaluation processes. 
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Trainer Note: The Pennsylvania Governor’s Office of Administration (OA)’s Bureau of 

Workforce Planning and Development, Workforce Planning and 
Development Division, website is: 
http://www.portal.state.pa.us/portal/server.pt/community/workforce_plan
ning_and_performance_division/615.  
 
Their Performance Management website, 
http://www.portal.state.pa.us/portal/server.pt/community/performance_m
anagement/1176, offers insight and resources concerning the 
performance evaluation process. 

 
                        A citizen account must be created to access information on these sites. 

The account can be created when one first visits the address above and 
takes 24 hours to be activated. 

 
 
 
Step 6: 
(5 minutes) 
 
Trainer Note: Please note that Handout #2 (363L: Employee Performance Review 

Form) is not labeled in any fashion in the footer, as the Training 
Program would like this to remain a usable document. Electronic copies 
of the document can be retrieved from the Pennsylvania OA website at 
http://www.portal.state.pa.us/portal/server.pt/community/employee_perfo
rmance_review_%28epr%29/1405. 

 
Tell participants that, to assist agencies in achieving the purposes just discussed, each 
agency has at least one standardized form that they use to document the review and 
subsequently assist in facilitating the review process. Many forms, if not all of them, are 
based on the Commonwealth’s Office of Administration 363L (AKA the Employee 
Performance Review Form). Distribute Handout #2 (363L: Employee Performance 
Review Form) and briefly review. 
 
Tell participants that, now that they have discussed the purpose of the Employee 
Performance Review Process and viewed the form, they will look at the process in 
detail. Distribute Handout #3 (Agenda), display PowerPoint Slide #4 (Agenda), and 
review, telling participants that this is what the rest of the day will look like. 
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Section II: Types of Performance Evaluations 
 
Estimated Length of Time: 
15 minutes 
 
Performance Objectives: 
Participants will be able to: 

 explain the purpose of the four types of employee performance evaluations. 
 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #4 (Types of Performance Evaluations) 
 PowerPoint Slide #5: 

o Slide #5 (Types of Performance Evaluations) 
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Section II: Types of Performance Evaluations 
 
Step 1: 
(15 minutes) 
 
Distribute Handout #4 (Types of Performance Evaluations) and display PowerPoint 
Slide #5 (Types of Performance Evaluations) and review. 
 
Stress the following points: 

• Performance reviews should be used to assess areas of strength and 
explore areas for growth. Managers/supervisors need to coach and 
develop staff. The performance evaluation is not to be used to criticize, 
judge, or demean staff. The goal should be to have staff continually grow 
and develop with the manger/supervisor providing a “road map” to help 
staff be successful. 

• Employees need to know what they have to accomplish and what is 
expected of them. When staff know what they need to accomplish and 
what is expected of them they are more confident and able to work more 
independently. 

• Managers/supervisors need to give frequent feedback during the rating 
period. 

• The performance review is not an end in itself. The benefits of the 
performance review process are lost if the manager/supervisor looks only 
at the end product. If this is done, the manager/supervisor loses control 
over the process because they are looking at what has already happened.  
Each rating measures the degree to which the employee met the 
requirements under each factor. If the process is to have value, the 
manager/supervisor needs to employ a forward-looking process by 
continually engaging their staff in a collaborative effort to build upon their 
strengths and encourage further development. This is done by using 
current ratings to plan for improvement and developing goals that will be 
measured in the next review period. 

• Feedback should be helpful and constructive and managers/supervisors 
should be empathetic and sensitive to their workers’ feelings. 

• Areas of concern should be addressed as soon as they are noticed. 
Feedback should be immediate and frequent. By giving immediate 
feedback you are sending a message that you care what your worker is 
doing and that you are there to help them improve. 

• In addition, if performance does not improve, it is critical that the 
manager/supervisor be able to document that they discussed the 
performance problem with the worker as well as their efforts to help the 
employee improve their performance during the rating period. 
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Section III: The Importance of Defining Agency Expectations and 
Standards 
 
Estimated Length of Time: 
20 minutes 
 
Performance Objectives: 
Participants will be able to: 

 Describe the importance of defining agency expectations and standards as they 
relate to the Employee Performance Review Process. 

 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #5 (Performance Standards) 
 PowerPoint Slide #6: 

o Slide #6 (Agency Expectations) 
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Section III: The Importance of Defining Agency Expectations and 
Standards 
 
Step 1: 
(5 minutes) 
 
Display PowerPoint Slide #6 (Agency Expectations) and explain that, before 
measuring employee performance and establishing performance goals, which 
participants will discuss in a moment, a determination has to be made as to what the 
organization wants to accomplish. Establishing what the agency wants globally to 
accomplish can be undertaken by creating and having a clear sense of the agency’s 
mission, vision, and values. 

• Mission statements tell why your agency exists. If you do not have one you can 
develop one by asking the question, “What is the purpose of our agency?” The 
mission statement should be short and concise. 

• Vision statements are used to inspire employees to strive for an ideal. What do 
you want the agency to look like in five years? How do we want to be better than 
we are now? What do we want to accomplish by then? 

• Values describe how your agency will achieve these goals. There are two types 
of values, Performance Values and Core Values. 

o Performance Values describe how the job should be done. Examples are 
valuing teamwork, acting as coaches and mentors, and being 
accountable. 

o Core Values define how we treat those we serve and each other. 
Examples are respecting the diversity of those we serve, acting with 
integrity and honesty, and respecting each other. 

 
Step 2: 
(15 minutes) 
 
After establishing the agency’s mission, vision, and values, it is then possible, and 
necessary, to define the performance standards that define how the agency will fulfill its 
mission and vision, which are accomplished in conjunction with the values identified. 
 
Distribute Handout #5 (Performance Standards) and review.  
 
Standards may be established in any format that facilitates mutual understanding 
between supervisor and employee and is consistent with agency policy and 
expectations. 
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Trainer Note: If participants believe that:  
• their agency’s mission, vision, and values need 

created/revisited/updated, and/or 
• their performance standards need created/revisited/updated and/or 

aligned with their mission, vision, and values, 
 they can contact their Practice Improvement Specialist at The  
 Pennsylvania Child Welfare Resource Center. 
 
Tell participants that, in considering the Employee Performance Review Process, 
especially with new employees, it is critical that a supervisor/manager thoroughly 
describe agency expectations and standards. It is these expectations and standards 
against which they will be evaluated. As such, it is only fair that new employees would 
be familiar with the expectations and standards. 
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Section IV: Establishing Performance Goals 
 
Estimated Length of Time: 
45 minutes 
 
Performance Objectives: 
Participants will be able to: 

 Identify pros and cons of the collaborative vs. non-collaborative approaches to 
goal setting and 

 List and describe the five components of the S.M.A.R.T. System for goal setting. 
 

Quality Service Review Indicators: 
 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture, Small Group Activity, Large Group Discussion 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Markers 
 Masking tape 
 Flip chart stands/pads 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #6 (S.M.A.R.T. System Goal Setting) 
 PowerPoint Slides #7-9: 

o Slide #7 (Collaborative Goal Setting) 
o Slide #8 (Non-Collaborative Goal Setting) 
o Slide #9 (S.M.A.R.T. System) 
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Section IV: Establishing Performance Goals 
 
Step 1: 
(5 minutes) 
 
After reviewing an employee’s performance and identifying strengths and areas for 
improvement, the supervisor, along with the employee, develops performance goals. 
There are two methods of establishing performance goals, collaborative and non-
collaborative. These two approaches are parallel to the process between a child welfare 
professional and a family. Best practice and most encouraged is the use of the 
collaborative approach (i.e., engaging the client (employee) in identifying strengths and 
using those strengths to find solutions to areas of concern). However, as we well know, 
there are times when this approach is not possible when working with a family 
(employee). When this is the case, the more authoritative approach of non-collaborative 
goal setting must be taken. 
 

• Collaborative Goal Setting: Display PowerPoint Slide #7 (Collaborative Goal 
Setting) and explain that collaborative goal setting involves both the 
manager/supervisor and the employee working jointly to develop the employee’s 
performance goals. Having participated in the development of the goals the 
employee has the opportunity to consider what needs to be done, as well as 
when and how. They will see how their performance will be monitored and 
specifically for what the manager/supervisor will be looking. 

• Non-Collaborative Goal Setting: Display PowerPoint Slide #8 (Non-
Collaborative Goal Setting) and review. As the name suggests, excludes the 
employee from the development of their performance goals. 

 
Step 2: 
(15 minutes) 
 
Divide participants into an even number of small groups (i.e., two, four, or six). Assign 
Collaborative Goal Setting to 1/2 of the small groups and Non-Collaborative Goal 
Setting to the other 1/2 of the small groups. Distribute a blank sheet of flip chart paper to 
each small group. Ask the small groups to hold a brief discussion surrounding the 
advantages and disadvantages of their assigned approach to goal setting. They should 
record their responses on the blank sheet of flip chart paper and be prepared to report 
out. When the small groups have finished, process out their work as a large group. 
 
Step 3: 
(15 minutes) 
 
Trainer Note: Ahead of time, develop sample goal statements that illustrate each 
component of the S.M.A.R.T. System approach to goal setting. 
 
Display PowerPoint Slide #9 (S.M.A.R.T. System) and distribute Handout #6 
(S.M.A.R.T. System Goal Setting) and review. 
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Review the sample goal statements that you prepared ahead of time with participants, 
making sure to explain how the goal statements meet the standards of the S.M.A.R.T. 
System approach to goal setting. 
 
Ask participants to locate the Employee Performance Review (EPR) that they were 
asked to bring with them to the training, as pre-work. Ask for several volunteers to offer 
goal statements established on the EPR that they brought with them. As a large group, 
process out the goal statements, making sure to compare them to the S.M.A.R.T. 
System approach to goal setting. If the goal statements do not meet the S.M.A.R.T. 
standards, as a large group process how the goal statements could be modified to meet 
the S.M.A.R.T. standards. 
 
Trainer Note: If participants do not bring pre-work you will need to adapt this exercise. 
A suggestion for adaptation is to do a small group activity. Have each table work as a 
small group. Tell participants to write a S.M.A.R.T. goal based on an example given by 
the trainer, for example, “I am your employee and you want my paperwork turned in on 
time on a regular basis.”  
 
Step 4: 
(5 minutes) 
 
Tell participants that the process of establishing performance goals occurs before the 
meeting takes place (as a good supervisor will have performance goals for the 
employee in mind) and during the meeting (a good supervisor will work with the 
employee to establish goals and ensure that the goals are S.M.A.R.T.). In addition, the 
process repeats itself before and during subsequent reviews. While the process will be 
referenced in the following material, it will not be covered again in-depth. 
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Section V: Preparing for the Meeting 
 
Estimated Length of Time: 
1 hour, 20 minutes 
 
Performance Objectives: 
Participants will be able to: 

 Identify the steps and considerations associated with preparing the employee for 
the employee performance review meeting; 

 Identify the steps and considerations associated with preparing themselves for 
the employee performance review meeting; 

 Identify common viewpoints associated with the three generations employees 
typically represent; and 

 List common performance review pitfalls. 
 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture, Large Group Discussion 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Markers 
 Masking tape 
 Flip chart stands/pads 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Pennsylvania Standards for Child Welfare Practice (12 copies) 
 Handout #7 (Generational Diversity in the Workplace) 
 Handout #8 (Pennsylvania’s Child Welfare Practice Model) 
 Handout #9 (Common Performance Review Pitfalls) 
 PowerPoint Slides #10-17: 

o Slide #10 (Steps in the Employee Performance Review Process) 
o Slides #11-13 (Preparing the Employee for the Review) 
o Slides #14 (Preparing Yourself for the Employee Performance Review 

Meeting 
o Slide #15 (Measuring Performance) 
o Slide #16 (Measuring Performance cont’d) 



501: The Employee Performance Review Process 

The Pennsylvania Child Welfare Resource Center 501: The Employee Performance Review Process 
Page 15 of 31 

o Slide #17 (Common Performance Review Pitfalls) 
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Section V: Preparing for the Meeting 
 
Step 1: 
(10 minutes) 
 
Display PowerPoint Slide #10 (Steps in the Employee Performance Review 
Process) and review, at a high level. 
 
Discuss the concept of preparing for the meeting. In doing so, make sure to consider 
how the supervisor/manager prepares himself or herself as well as how they prepare 
their employee. Ask participants, as a large group, to reiterate the purpose of the 
Employee Performance Review process. Tell participants that, in preparing for the 
meeting, the supervisor/manager should always be considering the fact that the 
purpose of the Employee Performance Review Process is to help the employee grow as 
a professional. 
 
Display PowerPoint Slides #11-13 (Preparing the Employee for the Review) and 
review ways to prepare the employee for the employee performance review meeting. 
Tell participants that these concepts should not be new to their employees, as they 
should have discussed them with their employees as new hires. 
 
Similar to the supervisor/manager needing to be aware of and take time to reflect on the 
purpose of the review process in order to be able to explain it to the employee, a 
supervisor/manager must also have a fuller awareness and understanding of the other 
preparatory concepts to be able to explain them well. 
 
Step 2: 
(15 minutes) 
 
Ask volunteers from the large group to raise their hands if they know their agency’s 
mission, vision, and values. 
 

• If someone says that they are familiar with their agency’s mission, vision, and 
values, ask that person to pretend that you are a new hire whom they will 
supervise and to “sell” you on the mission, vision, and values (i.e., their 
importance, why they exist, and how they tie in to day-to-day practice). 

 
Display PowerPoint Slides #14 (Preparing Yourself for the Employee Performance 
Review Meeting). Whether or not someone can “sell you on their mission, vision, and 
values, the point needs to be made that supervisors/managers not only need to know 
the mission, vision, and values, but they also need to believe in them and own them to 
be able to explain their importance to new hires and existing employees. They must 
know them well enough to be able to connect all employees to what it is that their 
agency is striving to accomplish. 
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Step 3: 
(30 minutes) 
 
Trainer Note:  This section has time for valuable discussion, however due to time 
restraints please make sure you limit the discussion to fit within the 30 minute timeframe 
given here. 
 
After ensuring familiarity with agency mission, vision, and values, it is then important to 
consider what it could look like when a manager/supervisor would meet with an 
employee to explain the agency’s mission, vision, and values and how the 
supervisor/manager can get the employee invested in them. It is important that the 
employee be made to feel an integral part of the agency. When the meeting occurs and 
goals are discussed, you do not want the employee to feel that they are just being given 
a list of demands. 
 
To have the ability to get investment into the mission, vision, and values and ultimately 
to help the employee to see the value in growing as a professional, the 
manager/supervisor needs to know their employees. The supervisor/manager should 
ask themselves, “What will the employee identify with the most?” and/or “What is the 
hook that will motivate the employee?” In an effort to answer these questions, it is 
important to keep in mind generational differences in the workplace. 
Distribute Handout #7 (Generational Diversity in the Workplace) and review the 
differences in workplace characteristics among generations. Following this discussion, 
divide participants into small groups of up to six participants.  Assign each small group 
one of the generations represented in today’s workplace (i.e., Baby Boomers, 
Generation X, and Generation Y/Millennials).  In their small groups, ask participants to 
discuss how these differences might affect each generation’s view of what is important 
in the workplace and how they would approach individuals from each generation to 
establish commitment to the agency, the work, etc. Another important concept to 
consider is how they would approach the generations in a manner that sparks their 
interest in growing professionally. Allow approximately 10 minutes for discussion.  After 
10 minutes, ask each small group to report out to the large group. When the review is 
complete, ask participants to offer other cultural considerations. 
 
Step 4: 
(10 minutes) 
 
Discuss with participants what is involved in the completion of the 363L: Employee 
Performance Review Form. Tell participants to keep in mind that what they are about 
to discuss is not something that should happen at one point in time, right before 
conducting the employee  performance review meeting, these are things that should be 
constantly occurring. This idea will be reiterated when discussing the Follow-up step of 
the Employee Performance Review Process. 
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Trainer Note: Do not actually walk participants through completion of the form itself, 
as not all county agencies will use the form. Rather, walk participants 
through the knowledge/skill areas (referred to as Job Factors on the 
363L: Employee Performance Review Form) on which employees 
are evaluated, as well as the thought processes, action, etc., involved in 
preparing to complete the form. 

 
Display PowerPoint Slide #15 - #16 (Measuring Performance) to discuss the 
following: 

• Review notes from the rating period; 

• Compile data; and 

• Review measures to see if the employee reached or surpassed goals set for the 
rating period. 

o Measurement should be fair and based on the pre-defined standards and 
measures outlined on your county’s Employee Performance Review form. 
These standards should ultimately be based on Pennsylvania’s Child 
Welfare Practice Model. Distribute Handout #8 (Pennsylvania’s Child 
Welfare Practice Model) and review, paying particular attention to the 
Outcomes and Skills sections. 

o Focus on behaviors not attitudes. 
 Attitudes need to be narrowed down to observable actions. 

Focusing on behaviors avoids arguments on intangibles that you 
cannot prove. What is the definition of a “bad attitude?”  The 
manager/supervisor can only ask themselves “What behaviors 
have I seen or heard that demonstrate a “bad attitude” and then 
deal with those specific behaviors or actions. 

• Consider the impact of the employee’s performance on the agency. By explaining 
the impact of performance on the agency the manager/supervisor and the 
employee can stay more objective in their conversation on performance. It puts 
the focus on the overall success of the agency. This is why it so important to 
explain to the employee where they fit in the agency during the goal setting 
process discussed earlier. 

• Prepare thoroughly for the discussion of goals with your employees. In doing so, 
anticipate what their reaction to the goals will be, and if you determine that there 
may be sticking points, determine how you will resolve them. This is why it is 
important to know your employees. 

 
Step 5: 
(10 minutes) 
 
Display PowerPoint Slide #17 (Common Performance Review Pitfalls), distribute 
Handout #9 (Common Performance Review Pitfalls), and review. 
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In order to avoid the pitfalls, the manager should keep in mind that performance factors 
are not necessarily related to one another. It is possible for someone to do very well on 
one and poorly on another. Rate employees on criteria in relation to their job duties. Do 
not compare performance ratings between employees until you have completed all of 
them. 
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Section VI: Holding the Meeting 
 
Estimated Length of Time: 
2 hours 
 
Performance Objectives: 
Participants will be able to: 

 List the steps associated with holding the Employee Performance review 
meeting; 

 Describe the possible responses that employees may have to identified goals 
and the possible meanings of those responses; 

 Define their role in the employee performance review meeting; and 
 List the differences between an Action Plan and an Individual Development Plan. 

 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture, Large Group Discussion 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Markers 
 Masking tape 
 Flip chart stands/pads 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #10 (Types of Plans) 
 Handout #11 (Group 1 Employee Example – Gen X) 
 Handout #12 (363L Employee Performance Review Form – Jane) 
 PowerPoint Slides #18-21: 

o Slides #18-19 (Conducting the Performance Review Meeting) 
o Slide #20 (Potential Responses to Identified Goals) 
o Slide #21 (The Supervisor’s/Manager’s role in the Meeting) 
o Slide #22 (Small Group Activity) 
o Slide #23 (Pre-work Review) 
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Section VI: Holding the Meeting 
 
Step 1: 
(20 minutes) 
 
Trainer Note: Most of the information on PowerPoint Slides #18-19 (Conducting the 
Employee Performance Review Meeting) was covered previously in the training. This 
is simply tying everything together in the employee performance review meeting. For 
this reason, the heavier focus on this section will be on what the meeting looks like “in 
action”. 
 
Display PowerPoint Slides #18-19 (Conducting the Employee Performance Review 
Meeting) to discuss what should occur during the employee performance review 
meeting. Talking points are listed below. 

• Again, knowing your employee is vital. Are they Boomers? Are they X-er’s, Y-
er’s? While your employees will be concerned about the agency, they will be 
more concerned about their own circumstances within the agency. By 
demonstrating how reaching the goals will benefit them personally (Boomers – 
title recognition, X-er’s – freedom, Y-er’s – meaningful work) you not only obtain 
compliance, but also commitment. 

• Each goal should be presented separately and reviewed thoroughly. Any goals 
that are negotiable should have been identified as such before the meeting. If 
there are any questions to their meaning or attainability, now is the time to 
resolve these issues. If they have no questions, the manager/supervisor should 
carry on a dialogue with their staff member to ensure that they fully understand 
the goal and what is expected. Apathy and indifference are more difficult to deal 
with than resistance. 

• Beware of the employee who will accept any goals to avoid conflict or 
accountability and then ignore the goals in practice. We will look at avoidance 
behavior closer a little later when we discuss the four responses a 
manager/supervisor can expect when discussing goals with employees. 

• Display PowerPoint Slide #20 (Potential Responses to Identified Goals) and 
review in conjunction with the content under this bullet point. At this point in the 
goal setting process, you have explained why the goals are necessary, what is 
precisely expected of them, how the meeting of the goals will benefit the agency, 
how they fit into the “Big Picture”, and how meeting the goals will benefit them 
personally. You can now expect one of four responses: buy-in, commitment, 
acceptance or rejection. Managers/supervisors should never settle for 
acceptance or rejection!  Either acceptance or rejection will interfere with the 
supervisor’s ability to hold employees accountable if the goals are not met. Buy-
in comes along with commitment and transfers ownership of the goals to the 
employee. Let us take a look at each of the four responses that the 
manager/supervisor can expect during the goal setting process. 
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o Rejection. What do you do if your employee rejects the goal? Generally 
employees reject goals because they view them as being either unrealistic 
or unfair. Rejection should not be taken personally. Rejection tends to be 
easier to address than apathy. Strong resistance usually occurs because 
the employee views a goal as unrealistic or they do not see the value. 
Review these areas to identify if rejection is present. Explore the reason(s) 
for rejection to determine if there are valid reasons for it. The level of 
authority used in addressing this rejection may be raised much like level of 
Protective Authority used in casework practice. As a large group, identify 
steps along the continuum. Two assumptions are in place for this 
discussion. 

 The goal identified is one in which you as a supervisor/manager are 
unwilling/unable to waiver. 

 The employee either sees the goal as unrealistic or as lacking 
value and is unwilling to waiver and continues to reject the goal. 

 
At the far end of the continuum (i.e., all efforts have been made to engage 
the employee in seeing the value and steps have been taken to make the 
necessary goal realistically achievable), supervisors/managers will need to 
consider whether the job is the right fit for the employee. 
Supervisors/managers will need to be prepared to stand their ground. In 
these situations, reinforce the fact that certain goals must be met. 
Reinforce the ways that the goals can be achieved. 

o Acceptance. Supervisors/managers are more likely to receive this as a 
response during the meeting rather than outright rejection. They will likely 
hear “Well, I can try…”, “Well I’ll try my best…”, “Well I can’t make any 
promises, but I will really try to make it happen”. If you accept this type of 
response you will have a very difficult time holding the person accountable 
later. How are you going measure “Trying”, “Doing their best”? 

 
An example may look like the following: 

Manager: “Do you agree with the goals?” 
Employee: “Yeah, it looks like I might be able to reach them.” 
Manager: “Good, then I can count on you to reach them?” 
Employee: “Like I said, I’ll certainly try. You know that.” 
Manager: “Then you will commit to reaching them?” 
Employee: “I will try my hardest.” 

 
Acceptance may be the way an employee handles a situation about which 
they are too timid to outright reject. This would be the case in the above 
example if the employee’s response, instead of “Yeah, it looks like I might 
be able to reach them” was “I don’t know if I can”. In this situation it is best 
to get things out in the open by asking “Are these goals unattainable?”  
Now the manager can deal with it consistently and directly. Not to do this 
will allow the employee to escape accountability. 
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If an employee is apathetically-accepting, (i.e., the message behind the 
message is simply, “I’ll try.”), the manager should reinforce the concept in 
a manner similar to the following, “This is not something that we need you 
to try to accomplish. This is something we need you to accomplish.” 

o Commitment. This is the minimal response that allows you to hold 
employees accountable for reaching their goals. In asking them if they are 
committing to reaching the goals, anything less than a definitive “Yes” is 
acceptance or rejection. 

o Buy-in. This is the ultimate response. Employees will commit to goals 
when they understand them, see the connection between their goals and 
their agency’s goals and direction, but buy-in comes when they see that 
reaching the goals will be beneficial. 

 
Step 2: 
(5 minutes) 
 
Display PowerPoint Slide #21 (The Supervisor’s/Manager’s Role in the Meeting) to 
cover the characteristics/role of the supervisor/manager that should be evident during 
the meeting and all interactions. 
 
Step 3: 
(10 minutes) 
 
Discuss performance plans. To hold employees accountable for results the 
manager/supervisor has to remember the goals to which everyone committed 
themselves. Just jotting down notes is not sufficient. Over the rating period, the parties’ 
memories become unclear. Notes are not sufficient, as they may be open to dispute 
later due to lack of clarity. What is needed is a performance plan. The performance plan 
is simply a written agreement of the employee’s commitment to reach the goals and the 
supervisor’s commitment to support the employee in reaching the goals. Goals that are 
developed in a current evaluation period are meant to be used for professional 
development and rated in the following evaluation period. Distribute and review 
Handout #10 (Types of Plans). 
 
The performance plan should include the following: 

• General information: Employee’s name, title, time frame to reach goals and 
manager’s/supervisor’s name; 

• Employee’s major area of responsibility; 
• S.M.A.R.T. goals; 
• Any special support of manager/supervisors or special resources needed to 

reach the goals; 
• Signatures of both parties; and 
• Date signed. 
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The manager/supervisor may want to consider having the employee write the 
performance plan and submit it for approval. This is a way that the manager/supervisor 
can get a better idea if the employee understands the goals. 
 
Step 4: 
(1 hour 10 minutes) 
 

• Assign participants to work in small groups with the individuals at their table. 
Instruct each group to select one participant to assume the role of the supervisor 
for a mock EPR meeting with the trainer acting as the employee. Explain that this 
mock EPR meeting will take place after they have completed their small group 
work in preparation for the meeting. 

 
• Provide each group with the background information sheet for their assigned 

employee, Handout #11 (Employee Example – Gen X) as well as the sample 
Employee Performance Review 363L Form for the employee, Handout #12 
(363L Employee Performance Review Form – Jane). 

 
• Display PowerPoint Slide #22 (Small Group Activity). In their small groups 

give the participants an opportunity to: 
 

o Review and discuss the background information regarding the employee 
for whom their evaluation was completed. (10 minutes) 

o Develop a Performance Plan based on the evaluation. The groups should 
record the Performance Plan on flipchart paper. (15 minutes) 

o Explore possible approaches to presenting the Performance Plan to the 
employee. (10 minutes) 

o Consider how the employee may respond to the Performance Plan and, 
as a result, the possible responses the supervisor might consider. (5 
minutes) 

 
• When the small groups have finished have each group present their Performance 

Plan to the large group.  
 
• The trainer and other participants will critique the goals developed based on the 

SMART system.  
 

• The trainer and one selected participant will then conduct the mock Employee 
Performance Review meeting. It is not required that the entire plan be reviewed, 
simply what can be covered in 10 minutes. Allow the participant to select several 
goals from the Performance Plan. The trainer should respond according to how 
they believe an employee may respond given the background information 
provided in the scenario and the EPR 363L.  

 
• Process the mock meeting as a large group.  
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Step 5: 
(15 minutes) 
 
Now tell the participants to take out their pre-work case example of Ernest. Display 
Power Point Slide # 23 (Pre-work Review) and lead a large group review to assess: 

• Do the developed goals meet the S.M.A.R.T. criteria? 
• How do participants’ ways of presenting the plan to Ernest and Ernest’s potential 

responses fit with what was presented in this workshop? 
• How would participants change their answers now that they have completed this 

training? 
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Section VII: Follow-Up 
 
Estimated Length of Time: 
15 minutes 
 
Performance Objectives: 
Participants will be able to: 

 Identify the necessary actions that must take place following the employee 
performance review meeting; and 

 Identify benefits of providing immediate feedback to employees. 
 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Markers 
 Masking tape 
 Blank Flip chart Paper 
 Flip chart stands/pads 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 PowerPoint Slides #23-24: 
o Slide #24 (Follow-Up) 
o Slide #25 (The Benefits of Immediate Feedback) 
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Section VII: Follow-Up 
 
Step 1: 
(15 minutes) 
 
Display PowerPoint Slide #24 (Follow-Up) and review in conjunction with the points 
below. 

• Base follow-up and monitoring on the established performance standards and 
performance goals that were set. It is unfair to the employee to criticize his/her 
failure to accomplish an un-established/unclear goal or performance standard. If 
the employee has not met the established goals or standards, it is the 
supervisor’s/manager’s responsibility to try to discover the factors that may serve 
as impediments. 

• The monitoring process should be a problem solving process not one used to 
assess blame. Focus on the present and the future. While employees can be 
held accountable for their actions, one cannot go back and undo what has 
already transpired. The focus must be on identifying and resolving issues, not 
blaming, embarrassing, or humiliating employees. 

• Provide recognition. 

• Regularly check in with employees regarding actions and steps taken, related to 
goals that were developed at the previous employee performance review 
meeting. Provide the employee with resources that will assist them in 
successfully performing the actions and steps necessary to achieve the goal(s). 

 
Collect data and give immediate feedback. One must avoid waiting until the end of the 
rating period to inform employees of progress or lack thereof. The purpose of the 
Employee Performance Review process is to help the employee professionally grow – 
not to play “I gotcha!” Display PowerPoint Slide #25 (The Benefits of Immediate 
Feedback) and explain that, in giving immediate feedback, the manager/supervisor: 

• Clarifies expectations. After setting goals and getting commitment and buy-in 
from employees, any misunderstandings will be revealed as employees perform 
their jobs. If the manager/supervisor does not confront the misunderstandings 
immediately, the gap between what the supervisor/manager expects and what 
their employees may think the supervisor/manager expects will only widen. 

• Demonstrates that they care about their employees achieving success on the 
job. Most employees have few problems receiving feedback, depending on the 
way in which the feedback is presented. The manager/supervisor should be 
empathetic and sensitive to employee’s feelings. 

• Opens the door for the manager/supervisor to receive feedback. Giving regular 
feedback encourages employees to offer feedback that the manager/supervisor 
needs in order to have a better understanding of how the employee is performing 
and whether any support is needed. 
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• Clears the air. Immediate feedback prevents resentment from building. 
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Section VIII: Summary and Evaluation 
 
Estimated Length of Time: 
20 minutes 
 
Performance Objectives: 
Participants will be able to: 

 Identify a plan for using the knowledge they gained concerning the Employee 
Performance Review process. 

 
Quality Service Review Indicators: 

 Practice Performance Review Indicator 1a: Engagement Efforts 
 Practice Performance Indicator 1b: Role and Voice 
 Practice Performance Indicator 4: Assessment and Understanding 
 Practice Performance Indicator 11: Tracking and Adjustment 

 
Method of Presentation: 
Lecture, Large Group Discussion, Individual Activity 
 
Materials Needed: 

 Laptop, LCD projector and screen 
 Name tents 
 Idea catchers 
 Markers 
 Masking tape 
 Blank Flip chart Paper 
 Flip chart stands/pads 
 Prepared flip chart: Ground Rules 
 Trainer-prepared flip charts: 

o WIIFM 
o Parking Lot 

 Handout #13 (Individual Development Plan) 
 Handout #14 (References & Resources) 
 PowerPoint Slide #25: 

o Slide #26 (Questions and Answers) 
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Section VIII: Summary and Evaluation 
 
Step 1: 
 
Provide a brief summary of the day. 
 
Review the agenda, learning objectives, competencies, WIIFM Poster, and Parking Lot 
Poster to ensure that participants’ learning needs were met. 
 
Display PowerPoint Slide #26 (Questions and Answers) and ask participants if they 
have any outstanding questions. 
 
Step 2: 
 
Distribute Handout #13 (Individual Development Plan) and ask participants to 
complete their Individual Development Plan. 
 
Step 3: 
 
Distribute Handout #14 (References and Resources). 
 
Distribute Resource Center evaluation forms and ask participants to complete them. 
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