Mid-Year Review Transcript and Exercise Feedback


Read the following excerpt of the mid-year conversation between Betty and her supervisor.  Analyze portions of the dialogue to determine whether the statements are example of effective or ineffective statements made during the meeting.  Indicate whether each statement is effective or ineffective. Refer to page 4 for the correct answers and feedback.

	Transcript
	Effective
	Ineffective

	Supervisor:  . . . We’ll be going over your accomplishments so far this year and checking your progress against the performance plan we agreed to during your Performance Planning meeting.  If necessary, we can update your plan to accommodate any changes in your duties.  Then we’ll evaluate any developmental activities you’ve completed to date and identify any future opportunities for you.  

Do you have any questions about the objectives of this Mid-Year Review?

Betty:  No, that pretty much covers what I expected for this meeting.

	
	

	Supervisor:   Great.  Let me say right off the bat, Betty, that I know you’ve been working really hard.  I’ve noticed the effort you’ve put into sharpening your written communication skills.

	
	

	Supervisor: Most of your work is right on target, but because you have missed several deadlines, I’d like for us to take time today to talk about time management . . . .

	
	

	Supervisor:   . . . Looking at your performance over these past six months, it’s apparent that oral communication is one of your strong suits.  During our staff  meetings you are always willing to participate and share your opinions.  During the last two meetings your efforts have kept us focused on our agenda items.  You also draw others into the discussion and get them to share their opinions. What are your thoughts on this?

Betty:  Yes.  It just seems to me that when more people are involved in a discussion, everyone feels more committed to the issue; it’s not just a few dominant people pushing their ideas.  When everyone’s involved, we can all take ownership of our decisions.


	
	

	Supervisor:   I couldn’t agree more; keep it up. Analyzing your organizational skills across the board, it’s obvious you are a good team worker, Betty.  While this is great, I would like to share some ideas on how you might better manage your time and resources.  


	
	

	Supervisor: The last deadline didn’t go so well, did it?

Betty:  I’m not sure what you mean.  We got the report to the Director on time.


	
	

	Supervisor:  True, but the process of getting it ready was stressful for everyone.  Your ability to handle due dates impacts how well other team members are able to meet them.  Your analysis piece was only the first part of the team’s report.  Because you took extra days to finish it, the rest of the team’s work was pushed back too.

	
	

	Supervisor: Other issues only added to the stress.  Do you remember how difficult it was for the team to complete the project on time?

Betty:  Yes.

	
	

	Supervisor:  What would have helped you finish your analysis by the original deadline?

	
	

	Betty:  . . . So you found Derek Dovey’s book helpful?

Supervisor:   It absolutely made a difference in my work habits.  I am an enthusiastic believer in his 10 Habits of Highly Productive People.  (I’d be happy to let you borrow my copy.  Take a look at the chapter on time management.  In fact, why don’t you schedule some time to read it by next Friday?  We can plan to meet again then to discuss strategies you want to try and how I can support your efforts.

Betty:  Thanks for the suggestion.  It sounds like that may help me prioritize my work better.  Then I think I’ll feel better about joining that detail in Dallas in December.

Supervisor:   Right.

	
	

	Supervisor: Let’s both make a note to add information on that detail to your performance plan.
	
	


Answer Key

	Transcript 
	Effective/ Ineffective
	Feedback

	Supervisor:  . . . We’ll be going over your accomplishments so far this year and checking your progress against the performance plan we agreed to during your Performance Planning meeting.  If necessary, we can update your plan to accommodate any changes in your duties.  Then we’ll evaluate any developmental activities you’ve completed to date and identify any future opportunities for you.  

Do you have any questions about the objectives of this Mid-Year Review?

Betty:  No, that pretty much covers what I expected for this meeting.
	Effective
	Reviewing the meeting objectives with the employee is a must!  You want to prevent the employee from feeling surprised or ambushed by the content of the discussion.



	Supervisor:   Great.  Let me say right off the bat, Betty, that I know you’ve been working really hard.  I’ve noticed the effort you’ve put into sharpening your written communication skills.
	Effective
	Another “Do” is giving the employee a general overview of his or her performance to date.  You should first acknowledge areas of success and, if necessary, tactfully mention that you also have concerns about some areas of performance.



	Supervisor: Most of your work is right on target, but because you have missed several deadlines, I’d like for us to take time today to talk about time management . . . .
	Ineffective
	“But” statements are to be avoided if at all possible.  Most people will focus on the negative information that follows the “but” and ignore the positive feedback that preceded it.  Try to find another way to transition from areas of success to areas of concern, perhaps with a statement such as, “Most of your work is right on target.  In light of the difficulties you’ve encountered in meeting some 

deadlines . . . .”

	Supervisor:   . . . Looking at your performance over these past six months, it’s apparent that oral communication is one of your strong suits.  During our staff  meetings you are always willing to participate and share your opinions.  During the last two meetings your efforts have kept us focused on our agenda items.  You also draw others into the discussion and get them to share their opinions. What are your thoughts on this?

Betty:  Yes.  It just seems to me that when more people are involved in a discussion, everyone feels more committed to the issue; it’s not just a few dominant people pushing their ideas.  When everyone’s involved, we can all take ownership of our decisions.


	Effective
	This is an example of a Give statement—when you share your point of view with the employee.  When you are giving information to your employees, use language that is specific and objective.  Sharing the information honestly and using detailed examples helps keep the discussion free of bias.



	Supervisor:   I couldn’t agree more; keep it up. Analyzing your organizational skills across the board, it’s obvious you are a good team worker, Betty.  While this is great, I would like to share some ideas on how you might better manage your time and resources.  


	Effective
	This is an example of a Merge statement—when you merge ideas to form a conclusion.  Remember that Merge statements don’t just come at the end of your discussion.  When you come to any sort of conclusion, make the effort to support the employee’s ideas rather than forcing your own.



	Supervisor: The last deadline didn’t go so well, did it?

Betty:  I’m not sure what you mean.  We got the report to the Director on time.


	Ineffective
	This is a closed question.  This type of question is not always inappropriate, but as a general rule, a review meeting results in better discussion when you use open-ended questions.  Since you are seeking information from the employee here, a better question might be, “What happened when the team had to meet the August deadline?”

	Supervisor:  True, but the process of getting it ready was stressful for everyone.  Your ability to handle due dates impacts how well other team members are able to meet them.  Your analysis piece was only the first part of the team’s report.  Because you took extra days to finish it, the rest of the team’s work was pushed back too.
	Effective


	This is another example of a Give statement that demonstrates the use of descriptive, nonjudgmental language.  Use clear, expressive, and illustrative words that clarify the situation but that do not express a personal opinion.



	Supervisor: Other issues only added to the stress.  Do you remember how difficult it was for the team to complete the project on time?

Betty:  Yes.


	Ineffective
	Avoid using vague or nonspecific statements when reviewing employee performance.  Weak generalizations are of no use; they don’t signal what should be continued or what needs to be improved.  A more specific statement would be, “The situation got worse because we were also dealing with a printer problem and the work time we lost because the network was down for a day and a half.”

	Supervisor:  What would have helped you finish your analysis by the original deadline?
	Effective
	This is an example of a Get statement.  When seeking to elicit information from your employees, use open-ended questions, i.e., questions that require more than a yes or no answer.  Asking open-ended, reflective, and direct questions helps stimulate discussion.



	Betty:  . . . So you found Derek Dovey’s book helpful?

Supervisor:   It absolutely made a difference in my work habits.  I am an enthusiastic believer in his 10 Habits of Highly Productive People.  (I’d be happy to let you borrow my copy.  Take a look at the chapter on time management.  In fact, why don’t you schedule some time to read it by next Friday?  We can plan to meet again then to discuss strategies you want to try and how I can support your efforts.

Betty:  Thanks for the suggestion.  It sounds like that may help me prioritize my work better.  Then I think I’ll feel better about joining that detail in Dallas in December.

Supervisor:   Right.
	Effective
	You want your employees to consistently strive for excellence and improve their performance.  Brainstorm with them on ways to enhance their areas of success and to support their areas of development.

	Supervisor: Let’s both make a note to add information on that detail to your performance plan.
	Effective
	Often, situations arise after your initial Performance Planning meeting that warrant changes to the employee’s performance plan.  It is important that you and the employee are clear and in agreement on any changes.
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