highmiddlelowSM Performer Conversations

Facilitator Tool 6: Follow-Up Process
A. Sample Letter With Instructions
Dear Leaders,

In (date) we started an important process for improving our organizational performance, hardwiring High Middle Low Performer Conversations. Most research points to staff receiving feedback as a critical factor in engaging our workforce. I applaud your actions and the ongoing use of this important tool.
This cannot be a one-time exercise, as you all know. In our debriefing at last LDI, it was shared that we had over (X) Low Performers identified. Our goal is to have them improve or move on.
Having completed this exercise almost (date) months ago, we need to evaluate where we are as an organization and if our efforts were successful, providing us the results we want.
Please know this is not a test. You do not fail if you have Low Performers. The key is to identify why you do and how we can support and coach you in improving them. Below you will find the process the senior leader team would like you to complete so that we can do an organizational assessment.
We are asking Managers and Directors to do the following:
Managers: Please submit to your supervisor a list of Low Performers identified in the exercise via the Template (Facilitator Tool 6B) attached by (date). Please add any additional Low Performers to this list whom you have identified since the first round. Please note current status (improvement satisfactory— transitioned out, transitioned to more appropriate position, corrective action being taken).
To not lose focus on our High Performers, each manager is welcomed to email my CEO assistant, with a copy to your supervisor, the name of a staff member whom I can send a thank you note to and the specifics of your recommendation. Please use CEO Managing Up in e-mail title.
Directors: Please review your managers’ Low Performer submissions. After reviewing, please send this list to your senior leader assistant. Please provide a brief overview of your actions to support your manager. Please do this by (date). If you have non-leadership staff who report to you, please complete the same exercise as identified under Manager.
Sincerely,
CEO
B. Template for Evaluating Low Performer Status

Evaluation of Low Performer Status
Confidential

Status Code
I 

Improvement Satisfactory

G 
No Longer with Organization

CA 
In Corrective Action

CH 
Changed to More Appropriate Position

N 
New to List
	Last Name 
	First Name 
	Status 
	Comments 
	Department 
	Manager Last Name 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Please send to your supervisor by: (date)
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