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EMPLOYEE BENEFITS:  

Are You 
Up-to-Date?

The purpose of a 

performance review 

should be to create a 

two-way communication 

between supervisors and 

employees, to maximize 

performance and de-

velop employees to their fullest potential, 

help recognize strengths and weaknesses, 

and help with career development as well 

as a basis for granting salary increases. 

   Reviewing an employee’s performance 

is not a once a year task, but rather an 

ongoing process throughout the year. The 

contents in a performance review should 

not be a surprise to an employee if ongoing 

discussions are occurring.

   In order to conduct effective performance 

evaluations, you must start out with an 

adequate tool, i.e., the Performance Review 

Form. Whether you use a numerical, nar-

rative, or combination of the two, the form 

should be meaningful for your organization.

The Form

     Most evaluation forms consist of broad, sim-

ple categories such as attendance, cooperation, 

quality and quantity of work, attitude, and job 

knowledge. These are important for most of us 

since these are the reasons we hired the person 

in the first place. We “expect” them to show up 

for work, be cooperative, do good work and 

have the job knowledge to perform the job.  

     So, why do you continue to pay an 

employee each year a “merit increase” for 

basic “expectations” or for just showing up 

for work? There is nothing wrong with 

giving employees an increase each 

year but is the increase really tied to 

performance? How do you measure 

performance and how do you maximize 

the return on your investment?  

     One way is to make sure your per-

formance review form is a meaningful 

document. It should not only include 

those broad, simple categories identi-

fied above, but should also include 
See BENEFITS on Page 9

By Linda Harris, 

President, JorgensenHR

by Pam Ripling

by Mimi Slawoff

Don’t expect your 25 year old employee 

who’s sporting an earring and typing 

furiously on his laptop - while connected to 

his iPod - to share the same work expecta-

tions as your employees over age 35.

   With four distinct generations in our 

work environment today, there’s bound to 

be differences in how employees perform 

and view their jobs as well as in their 

short and long-term goals. 

   “Each generation has different needs, 

attitudes, work ethics and expectations. 

Employers must be conscious of the 

demographics of its workplace and be 

prepared to address the ever changing 

CONDUCTING PRODUCTIVE PERFORMANCE REVIEWS

See REVIEWS on Page 5

There was a time when a week’s paid 

vacation and a few sick days were 

benefits coveted by employees of for-

ward-thinking companies. Health insur-

ance was offered to a select few, and often 

charged 100 percent against the worker’s 

net take-home pay. 

   Not so, today, when new hires are more 

likely given a choice of benefits that read 

from a list looking much like a restaurant 

menu.

Attracting Employees

   Today’s employers face stiff competi-

tion for valued workers and find that by 

offering a variety of popular job perks, 

they can attract individuals who might be 

on the fence about where to work. While 

the majority of business owners and small 

companies provide basic group health in-

surance, paid holidays and vacation days, 

many mid-sized and large employers are 

opting to add dental, vision and basic term 

life insurance coverage to their benefits 

packages. Next most popular are profit 

sharing and retirement plans, with em-

ployer contributions and 401(k) programs 

boasting pre-tax savings features. 

Local Members’ Offerings

   Large Santa Clarita employers like 

Facey Medical Foundation (http://www.

facey.com) and Centex Homes (http://

www.centexhomes.com) say they feel 

tuition reimbursement programs are 

important, as well as long-term disability 

coverage plans. Facey adds credit union 

member opportunities, employee refer-

ral and discount programs, while Centex 

provides a voluntary legal assistance plan 

and direct deposit for both paychecks and 

expense reimbursements.   Health care 

maintenance organization Kaiser Perma-

With just a 6 percent turnover rate 

in 2007 and 8 percent the two 

years prior, the City of Santa Clarita 

knows something about ensuring job 

satisfaction.

   Jennifer Curtis, City HR manager, 

credits the high retention numbers to an 

Onboarding Program for new employ-

ees and an informal open door commu-

nication policy.

   Within their first two months on the 

job, new employees meet with the city 

manager and assistant city manager and 

supervisors sit down with an employee 

to go through a resource guide outlining 

responsibilities, safety issues and evalu-

ations. Business cards and computer 

log-in information is ready for the new 

employee.

   “We try to be organized ahead of time 

so they feel welcomed to their new 

office,” says Curtis, adding that new 

employees also receive a welcome card.

   New employees are also given a tour 

of the city by trolley and are assigned 

a buddy, a co-worker who can answer 

general questions. “There’s a sense that 

THE CITY’S WELCOME 

WAGON FOR 

NEW EMPLOYEES

See WELCOME on Page 3

See GENERATIONS on Page 6

Grooming Generations Y and X 
YOUR ORGANIZATION'S FUTURE

The City’s 376 employees represent Millenials, Generation X, Baby Boomers 

and Traditionalists active in today’s work environment. An Onboarding Program 

introduces new employees to staff and offers a trolley tour of the city as well.
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“Walk-to the-Beach” 
Houses from the $500K’s, 

Condo’s the $300K’s

Ventura Coast – Best Kept Secret in So.Cal.

See our website!

From the Suburbs to the Sea ...From the Suburbs to the Sea ...

Mike Lebecki
Re/Max of Santa Clarita

www.tracy-mike.com

mike@tracy-mike.com

661-284-5030

measurable goals for the employee to 

achieve during the review period. 

   These goals should have an impact on the 

bottom line of the organization whether it is 

an hourly clerical position, or the highest man-

agement position. Once goals are established, 

you can effectively measure the employee’s 

accomplishments compared to the goal.  

   The form should allow for employee com-

ments and an action plan when improve-

ment is required, as well as outlining goals 

for the employee for the next review period.  

Goals should be discussed with employees 

prior to finalizing them to ensure “buy-in” 

from the employee.

Preparing for the 

Performance Review

   Whether you conduct reviews quarterly, 

semi-annually, or annually, managers and 

supervisors must take the time to prepare 

for the review process. Start by review-

ing prior review, notes, any feedback from 

clients, customers, etc. 

   Managers should not think of the Perfor-

mance Review Process as a required chore dic-

tated by management or their human resources 

department but rather an opportunity to have a 

constructive two-way conversation with their 

employees to help improve the overall effec-

tiveness of their operation and employees.

Reviews
continued from page 1

Review Writing Tips

• Be objective

• Do not write a review when you are 

 tired or angry

• Summarize input from others

• Be careful of hearsay and rumors

• Write in a positive tone

• Give examples of excellent performance 

 as well as poor performance

• Cover the entire review period

• Identify an action plan for improvement

 if applicable and be specific on 

 expectations

• Establish goals for the next review 

 period to be discussed during the review

• Remember – No surprises!

When an employee leaves the 

review meeting, he/she should:

• Feel supported and appreciated

• Know exactly where he/she stands on 

 meeting expectations

• Know future career growth and 

 opportunities within the organization

 Common questions employees want 

answered during their performance review:

• How am I doing?

• What can I do to improve?

• Do I have a chance for advancement?

• What will be expected of me before my next 

review?

• How will my work be evaluated during the next 

review period?

• What kind of support can I expect from you as 

my supervisor?

• How much is my increase?


