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To:	   all supervisors and managers
From:	   Richard Mangrove, vice president Employee relations
Subject: employee performance evaluation.
Hallo all, 
During the recent performance evaluation, one of our employees filed a lawsuit against the company because of the comments made by a supervisor on the employee. This not have to happen at all. We all have to be better to our colleagues and live together in harmony. I appeal to you to kindly understand that no one is perfect and therefore no employee should act rudely and harshly to the other. 
As such, I urge to share the following suggestions regarding evaluation with other employees in the company:
· It is not easy to accurately evaluate an employee’s performance without a system to measure the system. Due to this, I kindly request you to develop performance standards and goal for each employee. With this, the performance evaluation process will be effective as every employee will be evaluated as per their standards and goals. To ensure this is a success, you will be required to communicate the same to other employees in writing.
· Secondly, every employee’s performance should be monitored throughout the year. The supervisor should keep a log for every employee where they will be required to note down to the memorable incidents or projects relating to the employee. I urge you to observe honesty, transparency, and integrity while noting down the incidences. Please note you should write both the positive and the negative incidences. 
· Lastly, every employee should be formally evaluated once a year in a written appraisal. During the face to face sessions, you are advised to tell the employee both their strengths and weakness in a manner to make their performance improve. Kindly, be honest, timely, specific and realistic while doing this.
Giving evaluations is not easy. However, with careful preparation, the evaluation process can be easy, smooth and safe. With that, we will avoid situations where the company will be involved in any legal process.
Thanks, and let me know if there are challenges.
Richard Mangrove
(Vice president, Employee relations)
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