highmiddlelwoSM Performer Conversations


Participant Tool 1: An Overview of the Process
Part A. Approach
	1a.
	Complete an assessment of your staff using the Differentiating Staff Worksheet (Tool 2). 

	
	Document your assessment on an Employee Tracking Log (Tool 3). Return a copy of this list with the performance level completed for each employee to your supervisor by due date.

	1b.
	Determine general schedule for conversations. First High Performers, then Middle, and finally Low Performers.  

	
	

	2.
	Prepare notes for each employee using guidelines covered in this training. You may also 

	
	want to role-play with your peers or managers or access additional resources such as HR. 


	
	Complete the conversations. Record the date of this initial discussion in the appropriate column (Date of Initial Discussion) on Tracking Log. You must indicate a follow-up discus-sign date for any employee receiving Middle or Low performance scores. Document any follow-up discussions unless following the disciplinary process. Complete conversations by dates in Part B.

	3.
	Once you have completed all of your employee feedback meetings, return your completed form to your supervisor in accordance with the completion dates outlined. For leaders managing leaders, please forward the logs from your managers to your supervisor once you have reviewed them.

	4.
	Be prepared to discuss the results of your conversations and share feedback. 


Part B. Specific Timeline for High Middle Low Organizational Alignment
	# of employees 
	High 
	Middle 
	Low 

	1-25 
	
	
	

	26-50 
	
	
	

	Above 50 
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