
Getting Started with 
performance Management

    



Congratulations on making the wise decision to adopt a 
performance management system in your company! 

Getting started with performance management means 
that you will be able to effectively hire – and retain – the 
best people for the best positions, align your employees’ 
goals with your business objectives, communicate well 
and regularly, and, perhaps most importantly, reduce the 
time, costs and strain of annual employee performance 
reviews. 

Getting started will simply entail a little time, training and 
tackling any remaining questions or concerns. And the 
sooner you get started, the sooner your employee 
performance reviews will be automated and simplified, 
the sooner your employees will go from disenchanted to 
engaged, and the sooner you will enjoy days, years and 
decades worth of performance management benefits. 
The following roadmap can help lead your company 
down the path to success in performance management.
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Seven steps to getting started with performance 
management in your company

Before you launch a performance management system within your company, make sure that you and your 
employees have completed the following seven key items:

1. Have your employees set goals and also ensure that they understand the importance of setting clear, 
measurable and achievable goals. After you have clearly explained how performance management 
will work in your company, ask all of your employees to list their main priorities and goals for the 
upcoming year;

2. Then, make sure that your employees’ goals are aligned with your company’s vision and overall 
objectives for maximum impact;

3. Determine how you will evaluate success of the new system: When will you evaluate it? How will you 
measure the effectiveness of employee goals? How will you work with your vendor? And how often 
will you evaluate?

4. Ensure that each employee reviews his or her goals with his or her manager, a great step in the 
performance management process;

5. After this review process, make sure that everyone knows why they are doing this and how setting 
goals and regular communication will help both them and the company to succeed (this step is really 
important!);

6. Be prepared to share feedback and recognition throughout the entire process;

7. Develop an organized process for launching and evaluating performance management across the 
company. You might want to get help from your marketing and communications team for this 
important step.
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All of these steps are crucial to the success of your new performance management system: When you’re 
organized about the launch and your employees are engaged, you will realize even more benefits in terms 
of performance management. 
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Staying focused and 
positive from the 
selection of a 
performance management 
system vendor to 
implementing the 
system to using it is 
important to keep your 
employees engaged and 
excited throughout the 
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Executive and management teams: 
What’s in it for me?
Executives and managers need to really know and understand “what’s in it for me?” in terms of 
performance management. They will want to recognize the business benefits, time and cost savings, and 
the opportunities to positively influence long-term employee retention, productivity and engagement. 
Likewise, they will also want to know that performance management reduces the burden, rather than 
creating more work, so remind them of the simplicity performance management systems offer.

When talking with other managers and executives about the benefits of performance management, be sure 
to emphasize the “what’s in it for me,” such as:

• Better people data when and how they want it;

• The ability to identify, reward and encourage top performers, ensuring that this group of people is 
never managed out of the company;

• The ability to ensure that employee and department tasks are in alignment with corporate goals;

• Instant access to information about employees, goals, data, reports and more.

• Keeping this group engaged and championing performance management will help create a sense of 
company-wide excitement and interest in the new program. Further, you want them cheering 
performance management on, rather than quietly rolling their eyes, when it comes to working with 
their direct reports.
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Employees: 
What’s in it for me?
While you definitely need the support of your executive and management teams to get a successful start in 
performance management, you also genuinely need the interest and support of your employees in order to 
enjoy the benefits for the long term. While some employees will resist a change and prefer things to be 
done the way they also have been, you can incite interest by letting them know that this new performance 
management system will help them:

• Get better feedback from their managers and offer more feedback in return;

• Receive more consistent and regular evaluation and appraisal of their work;

• Enjoy the benefits of improved internal communication – they will know more about what’s going on in 
the business and in their roles;

• Gain a sense of purpose about how their work fits into the bigger picture at the company, so they can 
align their goals with the company’s overall goals for growth and success and make better 
contributions.

Whether it’s one-on-ones with managers (for smaller companies) or larger group meetings, it is crucial to 
meet with employees, to let them know how a structured performance management process (and system) 
will improve their job and their overall knowledge, and to ensure that you have their seal of approval. When 
employees ask “what’s in it for me?” (and they will), be prepared to answer.
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Practical steps for getting started with performance 
management
After you’ve identified the “what’s in it for me” for all of your employees, it’s time to return to the key steps 
for getting started with performance management in your company and further your steps, your goals and 
your progress. Here’s how it can work for you:

1. Employee goal-setting will jumpstart this entire process, so make sure that you have a lot of 
transparency in your company surrounding employee goals. Make sure your performance 
management process is well-defined. Encourage your employees to talk over any questions with their 
managers and ensure they understand how these goals contribute to the company as a whole. This 
process only will lead to performance conversations – otherwise known as the start of true 
performance management.

2. Then, determine your performance management workflow. 
-How will performance management look and work for you 
company on a day-to-day basis? 
-How will it work with employee goal-setting? 
-Alignment with company objectives? 
-You can always discuss this step with your vendor to learn more 
about best practices.

3. Identify a sponsor for performance management in your company, ideally someone who does not 
work in Human Resources. This sponsor should be an enthusiastic champion who can give a great 
60-second elevator pitch on the benefits of performance management and help to convince any 
doubters or naysayers. If this person has some first-hand experience with the new performance 
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management system, even better. Likewise, make sure you have the support of top executives who 
will lend their credibility to the system as it’s launching.

4. With all of this in check, make sure you have a system for using performance management in your 
company as well as plans for evaluating that system. How and when will you measure its 
effectiveness and make modifications, if needed? Will you offer ongoing training?

5. Determine how you will evaluate success of the new system: 
-When will you evaluate it? 
-How will you measure the effectiveness of employee goals? 
-How will you work with your vendor? 
-And how often will you evaluate?

6. Reiterate the importance of performance management to employees after their goals have been 
loaded and ensure there’s opportunity for regular meetings/discussions/Q&A surrounding 
performance management, as needed.

7. Getting started is obviously incredibly important, but you also need to support performance 
management over the long term, with regular performance meetings and conversation, keeping up-
to-date on your vendor’s progress and developments, and briefing execs in your company so that 
performance management remains at the top of the agenda.
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Remember to keep it simple to start. 
While your performance management system will give you the ability to create fancy reports, elaborate job 
mapping, detailed exit strategies and succession planning and much, much more, you should focus on the 
basics first and then move into the more detailed options.  You run the risk of overwhelming everyone 
(yourself included) if you try to do too much too soon. And last but never least, communicate, communicate 
and communicate. Communicate clearly to clear up doubts. Communicate regularly to keep employees 
informed. 
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A successful start with your performance management system
This roadmap to performance management can help you navigate your company’s path to adopting, 
implementing and succeeding with performance management. Along the way, you will bolster internal 
communication, inspire enthusiastic, long-term, productive employees, and greatly reduce the 
administrative burden of annual employee performance and salary reviews.

The time to get started is always as soon as you are willing, ready 
and able – there truly is no time like the present to start saving time, 
money and stress by adding performance management into your 
business.

Kapta Systems offers a proven and effective performance 
management system that includes access to a variety of features 
with a small price tag. The SaaS-based, low-cost performance 
management system is recognized for “no hassles, no surprises” 
and provides an easy-to-use and easy-to-implement interface. For 
more information on Kapta Systems and getting started with 
performance management, please visit http://www.kaptasystems.com/. 
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