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2021 was expected to be the year where things started
to return to normal, but this year has seen its own

challenges... Prepare for the
conversation...

During the conversation...

Ask how the colleague has been

getting on this year

o Discuss their strengths and
behaviours and what their
impact has been this year

o Discuss and agree the things
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CAPABILITY - making sure they know what
they've done well and what they need to work on

from you?
o Share feedback and ask for
feedback in return
Actively listen and seek to
understand by asking questions

Questions to support
the conversation...

How are you right now? In work? In life?

o What's been your proudest achievement
this year — in work? In your life?

o What's been the most important thing
you've learnt this year?

o What strengths and behaviours have you
relied on or developed this year? How
have you used them? How will they help
you in the future?

o Where do you want to focus your

development?

What do you need from your me?

Key Points:

«  Year-end conversations will take place between 1t Dec and 9t
Feb 2022

*  You must share the colleague’s final rating during the
conversation - remember, there shouldn’t be any surprises

«  Enterfinal ratings and comments in MyPerformance in MyHR
following your conversation - it doesn’t need to be war and
peace, just the key points to help the colleague understand how
they've done and what they need to work on



