FDA, Center for Devices and Radiological Health

(Provided by Patty Sauer)

[Sample email for managers who will shortly be doing performance reviews]

Subject:  It's PEP Time Again -- Need a Quick Refresher?

Courses for Managers Who Are Completing Performance Reviews

Completing Performance Reviews can be a challenging task. The process of evaluating an employee's performance is not always smooth; it takes time, it makes people nervous, and some see it as intrusive or confrontational. Sure, 

rating your top performer is usually easy, but what about those middle

performers, or those at the bottom. How do you communicate to them where

they stand in the ranking and why? How do you let them know what you need

from them in the future? What if they have objections? All of these can be

tough situations.

To answer some of these questions and help you get started with the performance review process, log on to DL/net and check out some of the

online courses that can help you to approach this process with more

confidence.  Listed below are a handful of courses that target different

areas of employee communication, coaching, performance-based appraisals and

dealing with performance problems. Take just a minute to browse through the

list and find the topics that most interest you.  All these courses can be

found in the Management Curriculum:

*
Effective Management: Performance-Based Appraisals (MGMT0141) 

*
Designing Successful Performance-Based Appraisals (MGMT0142)

*
Understand and Confront Performance Problems (MGMT0131) 

*
Setting and Clarifying Standards (MGMT0132) 

*
Motivate and Recognize Employees (MGMT0133)

*
The Coach's Roles (MGMT0243) 

*
The Manager as Coach and Counselor (MGMT0113) 

If you haven't logged on to DL/net before, follow these easy steps to start

your online training experience:


1.
Open your browser to <http://learning.hhs.gov

<http://learning.hhs.gov> > .


2.
Click on "Employee Access"


3.
Follow the instructions to login using your name as it

appears on your pay slip.


4.
Enter the default password "dhhs."  You will be prompted to

change this after you log on.

To access and play a course:


1.
Click on Learning Catalog


2.
Use the Search feature to locate a course or scroll down to

review available curricula.  All of the courses listed above are within the

various series listed under the Management Curriculum.


3.
Once you have located the course you want, click add to

Learning Plan


4.
Click on Learning Plan


5.
Click on Launch to start the course

Information and guidance on FDA's Performance Management Program may be

found at the following web site:

http://intranet.fda.gov/ohrms/perfman/performa.htm

<http://intranet.fda.gov/ohrms/perfman/performa.htm> .

If you have any questions or need additional assistance send an email to

skillsoft@cdrh.fda.gov <mailto:skillsoft@cdrh.fda.gov> .  You can also find

more information on the Staff College home page at

<http://www.cdrh.fda.gov/Staffcol/SkillSoft/skillsoft.htm

<http://www.cdrh.fda.gov/Staffcol/SkillSoft/skillsoft.htm> > .

