
 

  

 

 

 
Top Tips for effective performance management conversations – for colleagues 
 

Be prepared 

This is your opportunity to reflect on your performance and discuss what you’ve achieved and the 
challenges you faced.  Remember to raise any questions/concerns and to discuss these.  Be 
objective, honest and realistic as possible and compare your performance to the expectations, 
standards and objectives that were set.   

 

Ensure you have regular catch-ups and seek feedback  

Regular and informal catch-ups are not only easier to have but they benefit everyone involved.  
Don’t be afraid to ask for feedback and support.   

 

Take personal responsibility for your own performance 

You’re responsible for arranging to have these conversations with your manager and to record 
them. These records can be regularly referred to so that performance management is an 
ongoing process throughout the year.  It’s your manager’s responsibility for making sure 
these meetings happen. 

 

Continually learn and develop new skills 

It’s important to take the time to reflect on the support and development you need to achieve 
what’s required of you. Take a moment to consider: 

• What career goals do I have? What support do I need to deliver these (e.g. funding to attend a 
classroom event, time away from the office to attend external meetings/networks, mentoring/
coaching from an internal/external provider) 

• What’s expected of me and what do I need to do differently to achieve these?  

• What feedback should I seek?  How and from whom?  

 

Put it all together – write it down and track your performance  

Set and record goals and deadlines and capture areas you’ve done well and need to improve.  
Also capture what you need from your manager by clarifying what’s expected of you to 
achieve high performance.  Take some time to reflect and consider: 

 

• What was delivered? 

• What did I do well against the agreed expectations (RAG, Service Level Agreements, Key 
Performance Indicators, budgets and resources)? 

• How were they delivered against our values? 

• What challenges did I face? 

• What feedback does my manager and/or colleagues have for me? 

• What could I have done better? 

• What still needs to be done? 
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Align on next steps 

This is the most important tip of all.  With your manager, create a clear plan around what 
happens next.   Take some time to consider: 

 

• How do I get back on track? 

• What’ll be delivered over the next period? 

• How will this be measured (RAG, Service Level Agreements, Key Performance Indicators, 
budgets and resources)? 

• How will this affect my workload level?  Is this manageable? 

• Is there a need to change my responsibilities?  How?  Why? 

• How are relationships going with team members?  What could they do to help me to perform 
my role better? 

• Is the balance between my wellbeing and work okay? 

• What could my manager do to help me perform my role/support my workload levels/wellbeing 
and work life balance better? 


