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Policy

Performance management allows employees to be informed of the employer’s expectations. This process contributes to achievement of the business goals. 

Procedures

(INSERT name of business) is implementing the three phases of performance management: 

Phase 1 – First one-on-one meeting

Phase 2 – Follow-up

Phase 3 – Annual performance appraisal


1. (INSERT title of person) starts the process with the first one-on-one meeting with each employee. During this meeting the following subjects are discussed:

1. Role and responsibilities

2. Professional aspirations and career objectives 

3. Training needs 

4. Objectives for the coming year 

5. Support necessary

· Form # 4.2 “Phase 1 – First one-on-one meeting” will be used.
2. The second phase of the process consists of a follow-up on the agreement arrived at during the first meeting. 

· Form # 4.3 “Phase 2 – Follow-up” will be used.
3. The last phase of the process focuses more specifically on the performance appraisal of each employee by evaluating skills (knowledge), tasks (know-how), aptitudes and abilities (personal qualities) as well as the achievement of objectives set during the first meeting. 

· Form # 4.4 “Phase 3 – Annual performance appraisal” will be used.
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