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DATE: January 22, 2001
TO: Ron Beaton
FROM: Steve Harry

SUBJECT: Response to Performance Review

In our discussion of this performance review, you acknowledged that you had no personal
knowledge of the incidents which were the basis of most of the negative comments. You have
not previously discussed them with me. You said they came from Anne and Chris and Kathy.
Without more information, it is difficult for me to respond.

Here is my response to the comments under “Performance Elements™:

Job Knowledge

The comment that “it sometimes takes him too long to learn and apply new skills” does not seem
to apply to my current job, which I've had since last spring. I am not aware of any new skills I
need for my current responsibilities. It was an issue in my last performance evaluation, but I was
in IS then and my responsibilies were different.

The comment that “he needs slightly more supervision than he should to fulfill his
responsibilities”™ is puzzling, since on this job I have received no supervision from you. How can
none be too much?

Quality

In regard to the comment “he doesn’t always apply the feedback he receives to improve his
performance”: I don’t know of any examples of ignoring feedback. No one else here has ever
done the work I do, so it is quite possible I did not take someone’s suggestion because I was not
convinced it would improve my performance. And if there was feedback, it didn’t come from my
SUpErvisor.

Quantity

No deadlines have been set for me, so any assessment of my success at meeting them is baseless.
Same goes for goals. As for my commitment to increasing productivity, I have submitted
numerous suggestions for improving systems and procedures, several of which have been
adopted.
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Your last two sentences seem to contradict the first two. I don’t believe anyone has found me
difficult to work with. |

Dependability

I disagree with the comment “Steve does not take responsibility for his own actions and
outcomes.” There was one instance in which I made a mistake in correcting a payroll report and
later denied doing so when I could not find my meticulous documentation on the correction. It
was a matter of poor memory, not bad character. I later found my documentation and
acknowledged the error. Not taking responsibility for something I know I was responsible for is
the same as lying, and calling me a liar is very serious.

Initiative
For my current responsibilities, I cannot think of any self-development activities that would be
helpful. None have been suggested by my supervisor.

Judgement
No examples were provided to support the following statements and I don’t know what they
could be referring too. I strongly disagree.
e (H)e has too often made decisions that subsequently resulted in problems because they
were not well thought out.
e He sometimes has difficulty supporting and explaining his decisions.
e (H)is decision making is frequently less than effective because he does not include the
appropriate people.
I rarely have the opportunity to make decisions outside my own area of responsibility.

Oral Communications

I disagree with the comment “he occasionally responds incompletely or incorrectly when asked
questions.” I see myself as articulate, honest and forthright, always eager to tell everything I
know.

Here is my response to some of the “Plans for Improvement™:

Learn new skills to increase your potential for more responsibilities.
Look for ways to take on additional responsibilities.

My main responsibility is writing procedures, and there 1s enough to do to keep me busy for a
long time. If you prefer that I do something else, please let me know.

Accept personal responsibility for your actions.
Admit the mistakes you have made rather than making excuses for them.
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[image: image3.png]This charge that I do not take responsibility for my actions and make excuses for my mistakes is
very serious and needs to be substantiated. I only know of one mistake, and I took responsibility
when I found in my own documentation that it was mine.

Brainstorm with your co-workers for quality improvement ideas.

As mentioned above, I have submitted several suggestions for improving systems and
procedures. Some of them have been adopted, but many have been met with stoney silence. I
would be delighted to have the opportunity to do some brainstorming.

Avoid making assumptions by asking for and gathering more information.
I am not aware of making any incorrect assumptions.
Consider how your decisions and actions will impact the organization’s bottom line.

I am not aware of any decisions or actions that have negatively impacted the organization’s
bottom line.

Identify and seek to establish a working relationship with the experts in your field

What is my field? Where are these experts?

Here 1s my response to the “Supplement to Annual Review”:

Changes to PeopleSoft
I am not aware of changing any codes in PeopleSoft. I have no idea what this is about. No one
has said anything to me about it. Am I hearing of it for the first time in my performance review?

Procedures Manual Process

You said that you had read my refund procedures and found them to be very good. They are good
because by actually doing several refunds, I made sure that no steps were missed and that the
procedures were complete and accurate. But I will be happy to change my approach and just
write what I get from interviewing staff. I will also provide you a draft of what has been
completed so far, along with a timetable for completion of the rest.

Additional Training/Self Development

I do not feel I need any additional training for what I am currently doing. And in the past, I did
get the training - SQL, Unix, and lots of PeopleSoft. The problem was that I never applied it after
I got back to the office, partly because I had other responsibilities - like resolving payroll
reporting errors and providing support to municipalities - and partly because Brian Smith, my
supervisor at the time, didn’t have the time and patience to get me started.
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I will refrain from editing documents unless asked. Just today I edited a document at Anne’s
request. I do request that I be given the opportunity to review anything related to payroll

reporting.
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