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What	should	i	write	in	my	employee	comment	performance	review

Whether	your	employee	is	chronically	late	or	absent,	doesn't	do	her	job	diligently	enough,	has	conflicts	with	other	employees	or	has	any	other	chronic	problems	in	the	workplace,	there	may	come	a	time	when	you	have	to	"write	up"	that	employee.	A	fact-based	document	that	follows	your	workplace	protocol	is	the	clearest	way	to	communicate	issues	to
your	employee.	This	written	warning	serves	as	evidence	that	you've	taken	steps	to	help	the	employee	improve.	It	is	an	important	record	to	maintain	should	you	have	to	fire	the	employee.	If	that	former	employee	decides	to	pursue	an	employment	suit,	written	documentation	serves	as	a	paper	trail	of	your	process.	Many	workplaces	have	clear	protocols
for	how	to	handle	employee	performance	or	behavior	problems.	The	first	place	to	look	is	your	employee	handbook,	but	you	can	also	consult	your	human	resources	officer	or	your	workplace	legal	department	for	guidance	or	a	template	or	form	you	need	to	follow.	Often,	a	written	warning	or	write-up	follows	a	verbal	warning.	If	you	find	that's	the	case
for	your	workplace,	be	sure	you've	given	that	verbal	warning	before	you	turn	to	the	written	complaint.	If	you've	already	given	the	verbal	warning,	be	sure	you've	documented	the	date,	time	and	details	of	that	conversation	in	case	you	need	to	prove	later	that	you've	followed	protocol.	An	employee	letter	typically	includes	three	elements,	suggests
human	resources	consultant	Steve	Kane	in	a	May	2010	article	in	Inc.	First,	it	should	detail	what	the	unacceptable	behavior	was	or	the	facts	of	the	misconduct.	Then	state	what	the	proper	behavior	should	be.	If	the	employee	is	chronically	late,	for	example,	you'd	name	the	number	of	times	the	employee	has	been	late	in	the	past	weeks	or	months	and	the
arrival	times,	and	then	state	what	time	the	employee	is	supposed	to	arrive.	Then	you	need	to	say	what	the	future	consequences	will	be	if	the	employee	continues	to	break	the	rules.	This	is	an	important	part	of	the	process	that's	often	overlooked,	says	Kane.	Once	you	have	the	document	written,	have	a	meeting	with	the	offending	employee	--	in	person.
Review	the	elements	of	the	write-up	so	that	the	employee	understands	what	she's	doing	wrong	and	what	behavior	you	expect	from	her.	Since	documentation	is	so	important	throughout	this	process,	have	the	employee	sign	the	write-up	to	acknowledge	that	she's	read	and	understood	what	you	expect	from	her.	If	she	wants	to	add	anything	to	the	report,
leave	space	at	the	bottom	of	the	write-up	for	her	to	write	in	any	additional	details.	Then	file	the	write-up	in	the	employee's	personnel	file.	To	really	get	results,	go	further	and	create	a	performance	improvement	plan	with	the	employee.	Talk	with	the	employee	to	find	out	whether	she	needs	any	additional	resources	or	training	to	improve	his
performance	or	behavior	in	the	workplace.	In	some	cases,	reassigning	the	employee	to	a	different	job,	schedule	or	task	can	also	solve	the	problem.	Help	the	employee	develop	SMART	goals	that	are	specific,	measurable,	attainable,	realistic	and	time-bound,	and	set	up	a	regular	date	to	check	in	on	the	goals	with	the	employee.	Come	up	with
consequences	for	the	employee	not	meeting	the	goals,	and	then	have	the	employee	sign	the	performance	improvement	plan	so	that	you	have	documentation	of	the	process.	How	your	employees	perform	daily	in	your	business	will	have	an	impact	on	your	business's	success	or	failure.	Employee	performance	involves	factors	such	as	quality,	quantity	and
effectiveness	of	work	as	well	as	the	behaviors	your	employees	show	in	the	workplace.	You	–	the	business	owner	–	have	control	over	setting	these	expectations	and	monitoring	them	regularly.	Understanding	performance	metrics,	employee	performance	review	methods	and	ways	to	improve	performance	will	help	you	ensure	your	workforce	can	meet
your	business's	needs	and	your	customers'	needs.	Employee	performance	relates	to	how	well	workers	can	conduct	their	required	job	duties.	Evaluating	performance	is	an	easy	way	to	pinpoint	the	need	for	additional	training	and	mentoring	to	improve	your	workforce.	Employee	performance	refers	to	how	your	workers	behave	in	the	workplace	and	how
well	they	perform	the	job	duties	you've	obligated	to	them.	Your	company	typically	sets	performance	targets	for	individual	employees	and	the	company	as	a	whole	in	hopes	that	your	business	offers	good	value	to	customers,	minimizes	waste	and	operates	efficiently.	For	an	individual	employee,	performance	may	refer	to	work	effectiveness,	quality	and
efficiency	at	the	task	level.	Your	salesperson,	for	example,	may	be	expected	to	complete	a	certain	quota	of	calls	to	potential	leads	per	hour	with	a	specific	portion	of	those	resulting	in	closed	sales.	On	the	other	hand,	a	production	worker	may	have	performance	requirements	for	product	quality	and	hourly	output.	Individual	performance	affects	your
team	and	organizational	performance.	If	you	have	employees	who	can't	keep	up	or	who	perform	subpar	work,	this	means	that	other	workers	may	have	to	pick	up	the	slack	or	that	you	have	to	have	work	redone.	When	employee	performance	is	poor,	you	may	not	be	able	to	satisfy	your	customers	and	thus	see	negative	impacts	on	your	profits,	company
reputation	and	sales.	The	specific	metrics	used	to	monitor	employee	performance	will	ultimately	depend	on	the	type	of	work	your	business	does.	However,	there	are	some	universal	metrics	to	consider.	Businesses	should	monitor	the	quality	of	work,	individual	employee	goals,	effectiveness	of	training	and	employee	efficiency.	Evaluating	quality	of	work
and	efficiency	helps	you	prevent	expensive	mistakes,	makes	it	more	likely	that	your	employees	meet	deadlines	and	reduces	wasted	time,	materials	and	effort.	Evaluating	the	effectiveness	of	training	and	individual	employee	work	goals	will	help	you	determine	if	employees	are	best	equipped	to	perform	their	jobs	and	to	offer	guidance	when	needed.
Some	more	specific	performance	metrics	you	might	use	depending	on	your	type	of	business	include:	Number	of	product	defects	Number	of	errors	Number	of	sales	Number	of	units	made	Call	handling	time	First-call	resolution	Absenteeism	rate	Your	business	has	several	employee	performance	evaluation	methods	from	which	to	choose,	and	you	may
find	it	helpful	to	use	multiple	methods	to	get	a	more	complete	picture	of	individual,	team	and	organizational	performance.	Some	of	these	include:	Management	by	objectives:	This	employee	performance-review	method	focuses	on	goal	setting	between	managers	and	employees.	It	has	the	advantage	of	giving	employees	clear	expectations	of	how	they
should	perform	their	jobs	and	uses	deadlines	to	monitor	progress	toward	these	goals.	360-degree	feedback:	This	method	takes	advantage	of	getting	input	on	employee	performance	from	several	individuals	with	whom	the	person	works.	In	addition	to	having	a	direct	supervisor	look	at	work-performance	metrics	like	effectiveness	and	efficiency,	co-
workers,	other	managers	and	anybody	else	to	whom	the	worker	reports	can	provide	perspective	on	the	employee's	skills	and	character.	Scale	and	ranking	methods:	There	are	various	employee	performance-review	options	that	use	lists	or	scales	of	desired	traits	to	assess	an	employee.	Employees	may	be	ranked	based	on	best	to	worst	performance	to
easily	identify	those	who	may	be	desirable	for	higher	roles	as	well	as	those	who	need	more	training.	Employee	self-evaluation:	Often	used	in	conjunction	with	another	review	method,	self-evaluation	gives	employees	a	chance	to	think	about	their	own	work	performance	and	identify	their	strengths	and	weaknesses.	The	disadvantage	of	this	method,
though,	is	that	it	can	be	hard	for	employees	to	be	subjective	about	themselves.	In	addition	to	evaluating	employee	performance	regularly,	you'll	need	an	employee	performance-improvement	plan	to	respond	to	your	findings.	It	helps	to	first	identify	why	your	employees	do	not	meet	performance	expectations.	Perhaps	they	lack	proper	training,
motivation,	morale	or	understanding	of	performance	targets.	Once	you've	identified	the	cause,	it's	time	to	take	action	in	the	forms	of	offering	additional	training,	implementing	an	effective	reward	system,	improving	the	work	environment,	empowering	your	workers	and	using	useful	technologies.	Performance	reviews	are	a	vital	part	of	the	employee-
supervisor	relationship.	They	let	employees	know	that	their	accomplishments	didn't	go	unnoticed,	but	also	make	them	aware	of	the	areas	where	improvement	is	needed.	However,	it	can	be	difficult	to	find	the	right	words	when	writing	performance	comments	on	job	reviews.	Choosing	statements	that	are	constructive	and	helpful	creates	the	best
possible	interaction	between	employee	and	supervisor.	This	can	also	increase	employee	productivity	and	job	satisfaction.	Review	the	employee's	past	reviews.	Look	at	what	strengths	and	weaknesses	were	noted	in	the	prior	reviews.	This	will	help	familiarize	you	with	the	individual's	individual	track	record	and	past	performance	evaluation	information.
Look	at	the	employee's	performance	since	the	last	review.	This	will	help	you	find	out	how	and	when	the	employee's	performance	has	changed,	and	whether	it	was	positive	or	negative.	Identify	past	accomplishments	or	attributes	the	employee	was	lacking	or	that	she	has	improved	since	her	last	review.	This	will	show	that	you	are	noticing	her	progress
and	growth.	Also	look	for	new	accomplishments	or	struggles	that	weren't	mentioned	in	previous	reviews.	Write	at	least	five	positive	comments,	and	touch	on	them	during	the	review.	Using	past	reviews	and	current	notes	on	productivity,	timeliness	and	number	of	deadlines	met,	find	where	the	employee	succeeds	and	make	a	note	of	it.	By	telling	the
employee	where	he	or	she	is	successful,	you	are	acknowledging	the	person's	skills	and	accomplishments.	Write	this	praise	with	no	qualifiers	of	any	kind,	and	if	applicable,	mention	whether	the	employee	has	special	talents	in	the	areas	mentioned	that	could	lead	to	other	opportunities.	This	is	the	best	opportunity	you	have	to	make	the	employee	feel
good	about	the	year's	accomplishments.	Write	at	least	five	ways	for	the	employee	to	improve--and	do	so	in	the	context	of	an	opportunity	for	improvement	and	growth,	not	just	a	cold	list	of	negatives.	An	example:	"John	showed	great	attention	to	detail	in	presenting	the	December	report;	we	know	he	has	the	kind	of	ability	to	turn	in	that	kind	of
performance	a	little	more	consistently."	Additionally,	look	for	new	areas	or	tasks	that	may	have	become	a	problem	since	the	employee's	last	review.	Identifying	areas	of	improvement,	along	with	suggesting	ways	to	improve,	helps	the	employee	see	where	he	or	she	can	contribute	more	to	the	organization.	Decide	together	how	to	meet	future	goals,
which	can	help	you	in	preparing	future	written	comments.	By	making	suggestions	on	how	to	continue	achieving	successes,	along	with	ideas	on	how	to	improve	in	certain	areas,	the	employee	will	know	that	he	has	a	support	system	willing	to	help	him	be	productive	and	efficient.	Put	all	goals	in	a	constructive,	positive	light	and	be	sure	that	the	employee
knows	you	value	the	individual's	work	and	contributions	to	the	company.
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