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Core Business Process: Performance Management

Objective: To aligh employee performance with organizational goals through continuous
feedback, evaluation, and development, fostering growth and enhancing productivity.

Step 1: Define Performance Goals

1.

Set Clear Objectives:

o Align individual performance goals with the organization’s strategic objectives.
Use SMART Criteria:

o Ensure goals are Specific, Measurable, Achievable, Relevant, and Time-bound.
Document Goals:

o Record goals in a centralized system for tracking and reference.
Communicate Expectations:

o Clearly communicate performance expectations to employees during

goal-setting discussions.

Step 2: Continuous Monitoring and Feedback

1.

Track Progress:
o Use performance tracking tools or dashboards to monitor goal attainment.
Provide Regular Feedback:
o Schedule frequent check-ins to discuss progress, address challenges, and adjust
goals if needed.
Recognize Achievements:
o Acknowledge and reward employees for meeting or exceeding goals.
Identify Gaps:
o Highlight areas where improvement is needed and offer guidance.

Step 3: Performance Appraisal

1.

Prepare for Evaluation:

o Collect relevant data on performance, such as metrics, project outcomes, and
peer feedback.

2. Conduct Appraisals:
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o Hold structured performance reviews to discuss accomplishments, challenges,
and opportunities for growth.
3. Use Standardized Criteria:
o Evaluate employees using consistent, fair, and transparent methods.
4. Document Outcomes:
o Record appraisal results, including ratings and feedback, in the performance
management system.

Step 4: Development Planning

1. Identify Development Needs:
o Pinpoint skills or competencies requiring improvement.
2. Create Personal Development Plans (PDPs):
o Collaborate with employees to set actionable and achievable development
goals.
3. Provide Resources:
o Offer training, mentoring, or access to tools to support skill-building.
4. Monitor Development Progress:
o Regularly review progress on PDPs and adjust as necessary.

Step 5: Address Underperformance

1. Diagnose Root Causes:
o ldentify reasons behind performance issues, such as lack of skills, motivation,
or resources.
2. Develop Improvement Plans:
o Create performance improvement plans (PIPs) with specific objectives and
timelines.
3. Provide Support:
o Offer coaching, additional training, or role adjustments to help employees
succeed.
4. Monitor Progress:
o Track improvements and provide feedback at regular intervals.
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Step 6: Reward and Recognition

1. Incentivize High Performance:
o Offer bonuses, promotions, or other rewards to top performers.
2. Implement Recognition Programs:
o Recognize contributions publicly through awards or acknowledgment in team
meetings.
3. Celebrate Milestones:
o Commemorate key achievements or anniversaries to boost morale and
engagement.

Step 7: Continuous Improvement

1. Review Performance Management Processes:

o Conduct regular evaluations of the system’s effectiveness.
2. Gather Feedback:

o Solicit input from employees and managers to identify areas for refinement.
3. Adapt to Organizational Changes:

o Update performance criteria and goals to reflect evolving business priorities.
4. Leverage Technology:

o Use performance management software to streamline processes and improve

data accuracy.

Conclusion: An effective performance management process drives employee growth and
aligns individual contributions with organizational success. Continuous feedback, fair
evaluations, and targeted development ensure sustained productivity and engagement.



