THE PERFORMANCE PROGRESS
UPDATE DISCUSSION

This booklet is designed to help you prepare
for the performance progress/update
discussion. See the discussion as a formal
support mechanism for both parties to check
progress and make necessary adjustments.

Date of the performance update
discussion:

Time:
Place:
Employee:

Manager/Leader:



The Performance Progress Update Discussion
— Manager and Employee

PROGRESS PERFORMANCE UPDATE

Name:

Review period:

Manager’s Name:

Quarter Focus Activities and Milestones

Record here the first quarter focus data from the plan
or previous Performance Update form.

Title:

Location:

Manager’s Title:

Results/Achievements

Record here results against the PERIOD focus activities
and milestones

Roadblocks Faced or Upcoming Issues

Record here any issues that prevented hitting the
targets for goals or accountabilities AND/OR any issues
that are likely to affect progress towards your next
quarter or Full Year Targets.

Next Quarter Focus Activities and Milestones

Record here activities and milestones that form the focus
for the next Quarter




PERIODIC PROGRESS PERFORMANCE REVIEW FORM

Competencies Progress Comments
(List all the relevant competencies for this position)

DEVELOPMENT ON THE JOB

Both the appraisee and manager should provide an assessment of the progress that is being made by the individual
in meeting his/her personal developmental objectives. This assessment should be expressed as being On Target

(OT) or Below Target (BT).

ADDITIONAL COMMENTS (OPTIONAL)
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PERIODIC PROGRESS PERFORMANCE REVIEW FORM

NEXT STEPS

Fill in this section of the Progress Performance Update form based on how you are tracking now and what
adjustments in the near term you would like to make.

Ask yourself the following planning questions before you attend your Progress Performance Update session:

Did | do everything | could to ensure my objectives were met?

Did | demonstrate initiative and proactivity in my approach to goal achievements?

Am | accepting responsibility or blaming others or events?

Did | blame myself or take responsibility and set plans for recovery?
Did | focus on problems or solutions?
Did | mistakenly expect others to have done some tasks or actions that | should have done myself?

What else could | have done/what could | do differently?
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What have | learned?
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