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[bookmark: _Toc82548577]OVERVIEW OF (Insert organisation name)

Describe the organisation – a brief overview of approximately 150 words
In this section you may wish to describe:
· Whether the organisation is a multinational, medium or small size organisation.
· The industry context (e.g., fast moving consumer goods – supermarket, minining, retail etc.)
· Identify specific and noteworthy issues that may be impacting the business (e.g., economic factors, pandemic, competition etc.)
· Discuss strategic goals
· Other relevant points

DO NOT USE BULLET or NUMBERED POINTS in this section of the report!!! 
The discussion should be written in a paragraph format – in sentences. 

Acknowledge the source of your information – cite research refernces. 







[bookmark: _Toc82548578]PERFORMANCE REVIEW STAGES
Provide a description of the stages in the Employee Performance Review process (approx. 300 words)

· Provide a brief overview of the performance review process and associated stages and cite research to support your discussion.  Then explain / describe each stage as follows:
[bookmark: _Toc82548579]Monitoring:	
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

[bookmark: _Toc82548580]Informal Feedback:
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

[bookmark: _Toc82548581]Formal Assessment:
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

[bookmark: _Toc82548582]Formal Review Meeting:
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

[bookmark: _Toc82548583]Action Planning:
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

[bookmark: _Toc82548584]Learning and Development:
Describe this stage and use academic research/ evidenced based literature to support your reasoning.

· DO NOT USE BULLET or NUMBERED POINTS in this section of the report!!!
· The discussion should be written in a paragraph format – in sentences. 

· Acknowledge the source of your information – cite research refernces. 














[bookmark: _Toc82548585]MEMO FOR EMPLOYEES
Write a memo from the Human Resource Manager to all employees outlining the Employee Performance Review process (approx. 200 words)

· Address the employees of the organisation (state the organisation’s name) – e.g. Dear Team etc… 
· Explain how the current performance reviews will be changing, what staff can expect in terms of the process – e.g., bi-annually, quarterly, etc., the length/duration of the assessment period start and end periods of assessment, and who will be involved in the process – key stakeholders – employee?, direct manager?, 360 degree feedback? 
· Briefly explain why this process is being reviewed or changing – the idea is to provide employees with enough information to both understand and accept the new performance review process. 
· Identify the person who should be contacted if employees have further questions. 

· DO NOT USE BULLET or NUMBERED POINTS in this section of the report!!!
· Demonstrate understanding, knowledge and applicaiton of key concepts covered in the course content.  It is not necessary to cite research in this section. 
   


[bookmark: _Toc82548586]TRAINING MANUAL FOR MANAGEMENT
Develop an instruction training PowerPoint slide pack to train managers in the Employee Performance Management process (maximum of 10 slides only). This section should be approximately 300-350 words - spread across the maximum 10 slides.
Create this manual in PowerPoint first, save your document and then do the following:
· Insert the actual power points slides that will be used in the training session into the final report. 
· The slides must be inserted into this document. 
· There are two ways to do this: Either save the slides as an image in JPEG format and insert them in the word document.  Alternatively, take screenshots of your slides using a snipping tool and copy paste/insert them in your word document.
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(Insert Orgnisation Name) EMPLOYEE PERFORMANCE REVIEW FORM
A sample employee performance review form (no word limit, it will depend on the design of your form)


· Include relevant information  - for example the employee’s name, reviewer , appraisal period, Job title, date of the review etc.  

· Format this in a clear and appropriate way so that the performance review form may be quickly identified and accessed.


1


· Provide relevant instructions for the reviewer to complete the form and how to use the rating scale. 
· Provide an example of the rating scale and the rating form (with relevant criteria) that will be used. 
· Think about whether you will provide space for additional comments.
· If you have used a form template from a source make sure that you cite a reference to acknowledge the source of this information.
· Provide instructions on how to complete and score the rating of performance.  
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FEEDBACK GUIDE FOR MANAGEMENT
Develop a  guide for managers to use when providing feedback at the Employee Performance Review meeting (500 words) 

· Discuss the feedback process and how it may be used as part of performance review cycles. 
· Provide analysis of relevant research studies and discussion in the context of the cited research literature.
· Explain how this feedback guide may apply to the context of the organisation. 
DO NOT USE BULLET or NUMBERED POINTS in this section of the report!!! 
· The discussion should be written in a paragraph format – in sentences. 
· Acknowledge the source of your information – cite research refernces. 
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· Provide a correctly formatted reference list using Academy of Management (AoM) referencing.  
· A copy of the AoM guide is available on the LMS for your reference.
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