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PERFORMANCE PLANNING
(Defining the job, setting goals, and developing standards)
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COACHING PERFORMANCE DAY-TO-DAY
(Recognizing, andalyzing, and solving problems)
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PERFORMANCE EVALUATION
(Reviewing overall progress against goals for the performance period)
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Educate… Laying the groundwork for the development that follows. In this step, you make sure your employee has the skills she needs to do the job. 
1. Identify current skill level through listening, observing, etc., and confirm source(s) of performance gap 

2. Select a training method (e.g., on the job training, classroom training, self study, tutoring, mentoring, additional practice, demonstration) 

3. Train 

 Develop… The coaching that occurs on a consistent and regular basis. Here are some general coaching guidelines. 
1. Be a model by holding yourself to the same standards you set for your employees and thereby contributing to a foundation of trust and credibility. 

2. Be on the front lines where the work is actually being done. Get out of your office. 

3. Listen, observe and monitor performance so you know what your team is thinking and feeling and how your team is performing. Your coaching actions are only as good as the information you base them on – your data. You’ve got to be a constantly aware analytical listener and observer. You can monitor performance by requesting oral and/or written updates, reading written reports, etc. 

4. Think and speak success by having a positive attitude, which helps a lot to create success. 

5. Build to strengths and don’t be threatened by letting others shine. One of the keys to getting exceptional performance from people is to discover and support their talents. This doesn’t mean you ignore their weaknesses. The ideal conditions for development include having someone in a job that calls upon their talents and skills, and identifying the areas where they need to work to improve their performance. 
6. Celebrate successes and teach people to appreciate and enjoy their accomplishments. 

7. Accept mistakes and use them as tools for learning, not for punishment. If you encourage people to analyze mistakes as a valuable part of the continuous learning process, you’ll end up with people who are willing to take risks, willing to push to an exceptional level of performance. 

8. Communicate – don’t keep secrets. By letting people in on what’s going on in the organization, you show them how they are a vital part of the larger whole. This builds trust. 
9. Focus on the individual respecting her individuality and special needs. When you are working with her, make her the center of your attention. Listen, and be specific about progress and performance. Let her know she is important to the success of the team. 

10. Provide consistent support and feedback and remember support comes in many forms. Your job is to have a strong and unfailing interest in -- a focus on – helping each individual progress, and to know what each person needs in terms of support. This is not easy, because it’s dynamic. Support one day for one person may mean directly intervening. For the same person on a different day it may mean staying out of the way. If you are seen as supportive, your staff are more able and interested in your honest feedback – both positive and constructive. 
Preparing for the Coaching Meeting
· Hold it in a private place so you won’t be overheard. 

· If you can, don’t have anyone else there. 

· Take steps ahead of time to guarantee you won’t be interrupted or distracted or have any calls. 

· Take steps ahead of time so you can allow as much time as you need for the discussion. You don’t want to have to stop before you’ve completed the discussion. 

· Don’t have a coaching conversation until you are able to control your emotions. 

· So you will be clear when you speak, prepare in advance a specific description of the behavior discrepancy that is going to be discussed. 

· Determine in advance that a change in the individual’s behavior will affect the desired change in performance. If the individual’s behavior doesn’t affect the change, there is no reason to have a discussion. 

· Be prepared to logically state why the desired level of performance is important. 
· Decide ahead of time what minimum action you will accept as a result of this meeting; what the possible solutions are; and when you expect performance to improve – but remain open to what you may learn through the discussion. 
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