Rocky Mountain Roasting Co.

Manager Guidelines for Staff Development


As managers our objective of directing employees to contribute to the goals of the store and Rocky Mountain Roasting Co. is dependent on our ability to honestly and constructively provide performance feedback.  In addition to achieving store goals, performance appraisal contributes to development of staff members in the following ways:

· Performance feedback encourages the employee to develop customer service skills that will pertain to future professional opportunities - adds value to the job beyond the paycheck, reducing turnover.

· Providing an individual with goals and direction to accomplish them presents an opportunity for achievement - a sense of pride in a job well done increases job satisfaction.

· Clearly communicating performance expectations is the only way the employee can meet those expectations and gain respect as a contributing member of the store team - recognition as a valued member of the team promotes employee retention.

· Employee knowledge of expectations decreases the potential for policy violations and the need for disciplinary actions.


Opportunities to provide performance appraisal take many forms, both formal and informal.  The management pursuit of feedback as a motivational tool is a proactive endeavor; waiting for employee acts to gain your attention most often leads to criticism rather than encouragement.  By adopting the mindset of seeking opportunities to recognize employees meeting expectations, feedback can acknowledge positive actions and reinforce their importance in the work environment.  


A quick note on professionalism.  Whenever communicating performance feedback to an employee, focus on job related issues - never make personal judgments.  Do not attempt to intimidate or humiliate.  The purpose of providing feedback is to specify, encourage and reinforce positive behaviors in the workplace.  Further, your credibility as a manager compels communication to staff that is consistent and fair. 

· Ongoing Performance Feedback (informal)

· Fosters an environment of open communication between staff and management.

· Includes daily conversations with staff concerning individual performance related to store goals.

· The immediacy and directness of praise or the need for performance change relates specifically to an action that is fresh in the employee’s mind.

· Constructive criticism must include specific direction for improvement and encouragement to succeed.

· Ongoing performance feedback must be documented in the manager log and communicated to all members of the management team to ensure the validity and consistency of the communication.

· Scheduled Individual Performance Review (formal)

· Provides a one-on-one opportunity for the manager to present their evaluation of the employee’s performance with regard to job expectations.

· Performance feedback should include the following elements

· An honest and clear communication of the employee’s performance in each area of job responsibility.

· Specific direction for performance improvement with tangible goals and a specific timeline.

· If the employee is meeting or exceeding performance expectations encourage them to share their approach/techniques with their coworkers.

· Motivation to improve and to meet expectations. 

· Provides the employee the opportunity to present their workplace accomplishments and concerns as well as the opportunity to ask work-related questions

· Unscheduled Individual Performance Review (formal)

· Necessitated when employee performance has deteriorated, waiting for the next scheduled review is not an option.

· Follows a similar protocol as a scheduled performance review.  

· Honest and clear communication of the employee’s performance with a focus on key areas of concern.

· Specific direction for performance improvement with immediate goals and expectations.

· Provide motivation to improve and to meet expectations with specific communication of the potential for termination. 

· Provides the employee the opportunity to demonstrate the desire and the capacity to improve thereby maintaining their employment with Rocky Mountain Roasting Co. 

· Verbal Employee Warning (informal)

· Immediate and/or timely feedback given when performance expectations are not being met.

· Avoid verbal warnings ‘in the moment’, there must be sufficient time to discuss the behavior and to provide specific direction.

· If the behavior must be addressed immediately, at a minimum tell the employee what they need to be doing correctly.

· Do not communicate verbal warnings in front of customers or coworkers. 

· The warning should be communicated before the end of the shift to be relevant and effective.

· Provides the employee the opportunity to correct their performance before a formal, written warning is necessitated.

· All verbal warnings must be documented in the manager log and communicated to all members of the management team to ensure the validity and consistency of the communication.

· Written Employee Warning (formal)

· Necessitated when concerns with the employee’s actions warrant immediate discussion; when the employee’s current behavior may lead to termination.

· Employee behavior/practices are clearly identified with discussion points covering why their performance is unacceptable. 

· Honest and clear communication of the employee’s failure to meet expectations with specific details of the infraction. 

· Provide specific direction for performance improvement with immediate goals and expectations.

· Clearly communicate to the employee that future occurrences will result in further disciplinary actions including the distinct possibility of termination. 

· The employee is given the opportunity to respond and/or ask questions. 

· All written warnings must be documented in the manager log and communicated to all members of the management team to ensure the validity and consistency of the communication.

