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TOOL BOX

COMPETENCIES
DEFINITION

In this section, we’re going to show you how
to describe, ‘dose’ (see page 52) and find
ways to strengthen competencies before
going on to look at how you can measure
people’s ‘gaps’.

To keep it simple we’ve defined
competencies as:

The behaviour patterns, based on
acquired knowledge, skills and attitudes,
which a person needs to bring to a job in
order to carry out certain key tasks with
competence.

So, when we define new performance goals
we need to elaborate new competencies.
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To help you move around this e-Pocketbook we have

included a full      ‘Table of Contents’, with links that

take you instantly to the chapter or page of your choice.

Be sure to reveal the Table of Contents within the

navigation pane      (sidebar) of your file viewer.

In addition, we have      embedded links within the

book itself, denoted by coloured arrows     and text that

is underlined (or highlighted). These embedded links

will get you swiftly from the Contents page to a specific

chapter and from cross-references to other parts of the

book. A link at the foot of the page           will get you

back to where you started.

The web browser or document viewer you use to read

this e-Pocketbook may well provide further features

(e.g. word search, zoom, page view options) to help

improve your reading experience. 

It is well worth spending some time familiarising

yourself with your document viewer in order to get the

best from this e-Pocketbook. 

Enjoy your reading!

11

4

3

2

3

4

2

Enjoy the read!
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INTRODUCTION & BENEFITS

INTRODUCTION

Frank Scott-Lennon first wrote his best-selling Pocketbook on performance appraisal in
1995. Since then performance appraisal has gone through many changes as
organisations have struggled to make the process more meaningful for all those
involved. 

Until quite recently, the main changes that occurred were only small ones, with
organisations tweaking their systems, principally by modifying their forms, changing from
mainly annual reviews to six-monthly ones and/or providing additional training for
managers. Whilst these changes improved some systems, the overall status of
performance appraisal in many organisations continued to be criticised by both
managers and employees.

It is this criticism that has led to re-visiting the topic to look at the different way many of
today’s organisations are now managing performance. For this new book Sinéad Scott-
Lennon, as co-author, brings the hands-on perspective of a senior line manager. 
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INTRODUCTION & BENEFITS

INTRODUCTION

We will introduce you to what is now regarded as best practice performance appraisal,
taking into account the major changes that have taken place in recent years. The biggest
single shift is to holding more regular conversations about performance, with timely
feedback and a future focus.

Within this book we build our treatment of performance 
conversations around the model C L E F T:

Conversations
Leadership
Expectations
Future focus 
Timely

This framework embodies the essence of the process 
where you regularly sit with each of your team 
members, use C L E F T and thereby provide 
them with enhanced focus and motivation. 

7
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INTRODUCTION & BENEFITS

INTRODUCTION

Holding good, constructive performance conversations will mean developing your
existing repertoire of skills for interacting with your team, and this is an area we focus on.
Objective setting is also a key skill and has a chapter to itself.

Performance conversations can also be
used to improve existing appraisal
systems and we identify some
important changes that you and your
fellow managers can make in order
to do so.

The book then shows that the
process described for individual
team members can also be applied
to the team as a whole, and this with
the prize of increased focus and
motivation for the full team.8
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INTRODUCTION & BENEFITS

INTRODUCTION

Performance conversations are not just for people working within a traditional
environment. The practices described in this book are particularly applicable to ‘smart
working’ and/or ‘remote’ working arrangements, where it is all the more critical to have
such regular conversations.

In the latter part of the book we look at how to address difficult performance
conversations, as most managers will find themselves facing a small number of these at
some point. We also very briefly highlight what further steps need to be taken if the
desired result does not emerge from such difficult situations.

Our final short section challenges you by listing some actions that you need to take to
start the process of performance conversations with your team members. 

We hope that you enjoy the read and that you will find the ideas and suggested 
actions helpful.
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