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Performance Expectations & Evaluation

Loretta Tomshank
Purpose of the Performance Evaluation

It has come to my attention that Bill Blizzard, an employee of the arts department, has received numerous complaints regarding his job performance. 

Mr. Blizzard is not meeting company expectations; therefore, I feel it is imperative to conduct a performance evaluation with Mr. Blizzard as soon as possible. 

The purpose of the evaluation is to question Mr. Blizzard regarding his job performance and to inform him of what actions will be taking place. According to Clampitt, it is essential to "communicate the exact purpose for the interview" (167). Although previous management conducted an annual evaluation for all employees, Mr. Blizzard's poor job performance was overlooked. 

As Clampitt explains, it is important to specify and describe exactly what needs to be said, whether positive or negative, during an evaluation (167). The specific complaints regarding Mr. Blizzard's poor job performance are: 
· not answering to appropriate correspondence

· not showing proper respect towards co-workers

· frequent tardies and/or absences

· not attending required meetings

· using foul language

· not handing in required work assignments. 

The complaints show consistent negative actions on Mr. Blizzard's part and are described as being inappropriate, unprofessional, and against company policies. Several signed complaints from Mr. Blizzard's co-workers, supervisors, and managers will be shown to Mr. Blizzard during the evaluation. This will be done in a tactful manner and will prove to Mr. Blizzard the necessity of conducting the evaluation. As per Clampitt, it is important to stress the "serious nature" of the meeting by showing necessary documents if possible (167). 

Performance Evaluation with Mr. Blizzard

________________________________________________________________

MANAGER:
Mr. Blizzard, the purpose of this interview is to let you know that I have received numerous complaints about your job performance.

EMPLOYEE:
I really don't think it's fair for you to take other people's words over mine. I don't get along well with others due to personality conflicts.

MANAGER:
Bill, I am not taking other people's words over yours. However, it is too much of a coincidence to hear from twenty-five different people. 

MANAGER:
Here is the complaint form that was received. I am obligated to show it to you. As far as personality conflicts, I am not at liberty to get involved with that issue.

Complaint Form Shown to Mr. Blizzard

	Form 390-COMPLAINT FORM 

	EMPLOYEE
	COMPLAINT
	DATE
	REPORTED BY
	SIGNATURE

	Bill Blizzard
	Used foul language.
	3/15/04
	Ann Smith 
	Ann Smith 

	Bill Blizzard
	Did not respond to annual report.
	3/17/04
	John Johnson
	John Johnson

	Bill Blizzard
	Tardy for work.
	4/21/04
	Eric Lester
	Eric Lester

	Bill Blizzard
	Did not attend mandatory meeting.
	4/25/04
	Diane Love
	Diane Love

	Bill Blizzard
	Late for work.
	5/10/04
	Tim Samuels
	Tim Samuels

	Bill Blizzard
	Did not turn in daily report.
	5/21/04
	Kenny Lars
	Kenny Lars


EMPLOYEE:
I see. Am I going to get fired?

MANAGER:
No. I want to stress to you the importance of this meeting. You are going to have a 90-day trial period to adjust to our company standards. If you are unable to adjust, I will refer you to my senior supervisor. In the long run if we do not see a positive change, we will have to let you go.

EMPLOYEE:
How will I know what I am supposed to do?

MANAGER:
I will give you a copy of your job description. The specifics are outlined within the booklet. I am also giving you a copy of the company's policy book. I have highlighted the policies that concern your conduct.

EMPLOYEE:
Great, I will look it over as soon as we are finished with the meeting.

MANAGER:
Are you aware that some of the complaints concern your  not following through on correspondence, or that you did not attend required meetings?

EMPLOYEE:
No, I was never told that. I was only told to show up and edit the work that was sent to me via my in-box.

MANAGER:
I apologize that this was overlooked by previous management. I want you to know what is expected of you at all times; therefore, please look over your job description and policies as soon as we are finished with the evaluation.

EMPLOYEE:
Thank you. I appreciate you working with me.

MANAGER:
Great, I also want to address the issue of you using foul language. It is against our company policy to use foul language at the workplace. It is very offensive to some and not professional.
EMPLOYEE:
I do apologize. I have had a lot of family problems lately.

MANAGER:
I see. Is this the reason why you have been frequently late and absent?

EMPLOYEE:
Yes. I am truly sorry for any inconvenience this may have caused. 

MANAGER:
Thank you. Bill, if you need extra time off, or need to change your work schedule, please do not hesitate to talk to your supervisor. We here at Blizzard Industries are caring people and understand that family problems and other situations do happen. We will work with you.

EMPLOYEE:
Thank you. I really appreciate it. I just didn't want to start any problems with anyone. It is tough enough to be the owner's son. 

MANAGER:
I do understand and appreciate your honesty. Thank you for your time. Remember my door is always open; please do not hesitate to come to me with any questions or problems.

EMPLOYEE:
Thank you.

Aftermath of Performance Evaluation

A performance evaluation was conducted with Mr. Blizzard on May 31, 2004. Prior to the evaluation, I thought Mr. Blizzard did not want to follow our company policies; however,  I now believe that Mr. Blizzard was not aware of the majority of his job responsibilities. He has not been properly trained by previous management. According to Moscinski, training is an aspect that is frequently overlooked in the workplace. As a result, Mr. Blizzard was given copies of his job responsibilities as well as company policies during the evaluation. These policies reflect the specific complaints that concerned Mr. Blizzard.

After the performance evaluation was conducted, Mr. Blizzard was given a ninety-day trial period to adjust his poor work habits. This trial period serves as a motivation for Mr. Blizzard to get back on track and to prove himself in being a valuable employee. According to Clampitt, managers should make the most of the "natural motivators of their employees" (168). 

Policy copies given to Mr. Blizzard

POLICY #421: "All employees must attend regular meetings when asked to do so. In the event of illness or other misfortune, an employee can be exempt from a meeting with permission from a supervisor."

POLICY #643: "All employees shall not use foul language during the work day. Use of foul language is prohibited due to the unprofessional and offensive manner in which the language follows."
POLICY #487: "All employees shall not be frequently late and/or tardy without prior notice given to the supervisor. We hear at Blizzard Industries do realize that certain situations are unforeseeable. However, frequent misuse of our company's strict attendance policy will not be tolerated."
POLICY #445: "All employees are allowed to view complaints, whether verbal or written, regarding their job performance."

I am confident that Mr. Blizzard will properly adjust to his job position. He was instructed to come to me with any questions or concerns that he might have during his adjustment process. After his ninety-day trial period is over, I will be conducting another performance evaluation with Mr. Blizzard. If company standards are not met at this time, Mr. Blizzard will be referred to the senior supervisor for further actions deemed necessary.
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