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Discussion Planner for Conducting 
Initial Employee Assessment 

This tool will help you make notes on what you plan to say and do during meetings with employees to discuss their initial competency levels. Making notes here will give you a framework for a well-rounded discussion with your employee. Refer back to the guide for more detail on each step. Combine the steps below with the Key Principles (noted at the end) to help make the discussion successful for both your and your employee.   

1. Initial assessment.  List the documentation below that you used to identify each competency level.  


2. Outline the discussion.  (Open)
· What will you say to explain the purpose of the meeting?

· What questions do you anticipate that the employee will have? 

· How will you maintain or enhance the employee’s self-esteem?


3. Review the competencies, what level you assigned and any data to support your assessment.  (Clarify)
· What will you say to describe each competency and level you have assessed the employee? 

· How will you summarize any rationale or data that you used to level the competency?  

· How will you keep the focus on the data and not on the individual?  

· How will you respond to any input from the individual that would support a higher level? 

· How can you listen and respond with empathy to reinforce morale and motivation?

4. Discuss future ideas for developing individual competencies and a career development plan for the employee.

· What will you say to the employee for suggestions on how s/he would like to continue to develop?  

· What can you say that will engage the employee in developing new skills or knowledge and involve the employee by asking what s/he could do within his/her current job to develop skills or knowledge? 

· What benefits can you explain to the employee about how developing new skills will benefit his/her career?

· What will you say that will demonstrate or provide support to the employee? 

· What can you cite to emphasize what the employee does well? 

· What do you anticipate will be your employee’s response? 
Consult with your HR office if you have an employee who disagrees with your assessment or is not meeting at least the Contributing level for the competency.   


5. Agree on actions to be taken.   

· How can you ensure that both you and the employee are clear on the next steps? 

· What will you ask the employee to summarize the agreed-upon actions?  

· What will you say to use employee’s ideas?

6. Summarize the discussion and express confidence in the employee’s ability to succeed. (Close)
How will you:

· Recap actions?
· Restate follow-up dates?
· Thank the employee?
· Be sincere, concise?
· Maintain or enhance self-esteem?


Key Principles are:

1. Maintain or enhance self-esteem.

2. Listen and respond with empathy.

3. Ask for help and encourage involvement.

4. Share thoughts, feelings, and rationale.

5. Provide support without removing responsibility.

If you need any further help in using this form or in using the Key Principles, contact your HR manager. 
You will also find other resources on the DHHS banding website at http://www.dhhs.state.nc.us/humanresources/banding/
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