
 

CONDUCTING A COLLABORATIVE 
PERFORMANCE REVIEW 

 

 
 
Although the formal performance review may seem like an administrative 
challenge, in practice it can be an extremely powerful tool for the 
performance leader. When people work more independently, few 
opportunities arise when the manager and employee can step back, look at 
what’s happened, and decide where to go in the future. 
 
This module provides a collaborative approach to the formal performance 
review. Participants learn how to prepare employees — and themselves — 
for a productive, focused review. Using the skills enables them to create an 
atmosphere that encourages both the reviewer and the employee to be open 
about their concerns and plans for the future. 
 
 
Benefits of Conducting a Collaborative Performance Review 
 
At the completion of this module, participants will be able to: 

 Explain how a performance review can be used to increase individual 
productivity, motivation, and learning. 

 Describe how to prepare both themselves and employees for 
collaborative performance reviews. 

 Explain the importance of identifying two to three core points that they 
want the person being reviewed to remember after the discussion. 

 Set up a focused discussion by opening the review with the purpose, 
desired outcomes, and agenda. 

 Focus the review on the future, rather than on the past. 
 Use the Key Actions to conduct a collaborative performance review. 

 
Program Specification 

 
Audience:-    Leaders (Managers, Supervisors, and Team Leaders) who 

currently reviews, or who will do so in near future. 
 

Class Size:-  12 to 15 participants 
 

Length:-  ½ day 
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About 

AchieveGlobal 

 
AchieveGlobal 
helps organizations 
translate business 
strategies into 
results by improving 
the performance of 
their people. Clients 
worldwide rely on 
AchieveGlobal’s 
proven expertise in 
leadership 
development, 
customer service, 
and sales 
effectiveness. 
Implementing 
research-based 
learning solutions, 
AchieveGlobal 
empowers clients to 
successfully 
develop leaders 
and acquire, grow, 
and retain profitable 
customer 
relationships. 
 
With 75 offices in 
42 countries—and 
programs and 
services in more 
than 40 languages 
and dialects—we 
can work with our 
customers virtually 
anywhere in the 
world. We welcome 
the opportunity to 
work with you too. 
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