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Taking the Stress out of Performance
Reviews

Most managers dread that time of year when performance reviews come around,
and especially when they have a number of them to carry out. These annual
reviews not only have the potential to raise future levels of performance, but also
to improve the relationship between manager and worker. They are well worth
the investment in terms of time and effort. Here are just a few tips to help new
managers get through their next round of performance reviews.

1. Even though annual reviews take place only once a year, it should evaluate
the staff member’s performance throughout the whole of the 12-month period.
Be sure to document any significant achievements, strengths or weaknesses,
when they occur or are identified; otherwise, you risk focusing solely on recent
history and are likely to miss the opportunity to address areas for improvement.

2. Fully understanding the criteria by which you are evaluating staff performance is key to avoiding
confusion and stress, and there are only two things that you should be taking into account — the
objectives as set out in the individual’s role description, and the goals that were set for the year.

3. When it comes to arranging performance review meetings, don’t feel tempted to get them all out of the
way at once by scheduling appointments back-to-back. Arranging only one each day will ensure that
your stress levels stay low and that you give each review your proper attention.

‘To,” ‘Cc’ and ‘Bec’ — Do You Know the
Difference?

E-mail — we all think we have the hang of it and then along comes yet another newspaper report about an
employee committing a blunder that not only causes personal embarrassment, but also embarrassment
for the company too. In some cases, the slip-up occurs because the individual intends to send a personal
response to the sender of a group e-mail but inadvertently hits “Reply to all,” but in others it happens
because he/she doesn’t know the difference between “To,” “Cc” and “Bec.” Here is a quick guide as to
when to use each.

To —Use “To” when sending a message to a single recipient or multiple recipients whom you want or
expect to take action on it. All names in the “To” field can be seen by all recipients.

Cc — “Cc” stands for “Carbon copy”; use this field to add in the e-mail addresses of people whom you
want to see your original message but whom you don’t need to act on it. Everyone whose e-mail address
appears in the “To” and “Cc” fields can see the names of all other recipients.

Bcc — “Bece” stands for “Blind carbon copy,” and it is this field that offers maximum privacy. If you use
it, everyone can still see the recipients’ names in the “To” and “Cc” fields, but not those in the “Bcc”
field. Even the fact that you have used the “Bec” field remains private.
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Monthly Joke  ~~

If only real life
was more like the
movies. Then . ..

* Everyone in New York City
would live in a spacious, loft-
style apartment, regardless of
how much money they made—
or if they had a job at all.

* If you had twins, you could
count on one of them being evil.

* You could always defeat
invading aliens by planting a
virus into their computer
systems with an ordinary laptop.

* When you turn out the lights,
you’ll still be able to see clearly,
but everything in the room will
turn blue.

* You’d find that world experts
on nuclear fusion or other
advanced scientific technology
are usually blonde, beautiful,
and under 25.

Monthly Quote

“Nothing fails like success
because we don’t learn from it.
We learn only from failure.”

— Kenneth Boulding



Learning Saves Lives

When we think about learning,

usually it is in terms of bettering
ourselves; we might learn a new
subject or a new skill in order to
further our careers, for example.

This type of learning is, of course,
highly desirable, as it can vastly
improve our chances of success in
life. Other types of learning,
however, are not so much desirable
as essential in terms of keeping
ourselves and others safe.

Some of the learning experiences that
we take part in — such as learning to
swim, for instance — are not just
about acquiring skills that could
potentially save our lives, but also
about discovering a new source of
pleasure and enjoyment.

Others, though, are purely practical
types of learning, such as first aid
courses.

First aid courses range from those
that teach basic skills to those that
help individuals deal with more

specific life-threatening situations.

Learning how to resuscitate someone
or how to recognize and deal with a
case of anaphylactic shock, for
example, can be a potential lifesaver.

Courses that teach such things as
health and safety, food safety and
stress awareness, meanwhile, provide
valuable information to prevent
dangerous situations arising in the
first place.

Whether at work, home or in the
street, the valuable skills that these
courses teach could literally help you
to save lives.

Lay a Little Egg for Me...

As anyone who has ever grown fruit or vegetables at

home will know, there is nothing quite like harvesting

and eating your own fresh produce. These days,

though, you don’t have to stop at fruit and vegetables,

even if you don’t have acres of land to play with. ‘
With chicken coops specially designed to fit into

even a modest backyard, you could keep your family

supplied with delicious fresh eggs too. -

Just three hens each laying one egg per day can

provide a family of four with all they need, and

without it costing a fortune. Once the hens have a well-ventilated coop to
keep them warm, dry and safe from predators, all they need is some bedding,
fresh water, grit to help them break down their food, and between 100 and 150
grams of complete chicken food in pellet or meal form per day.

Non-meat scraps such as vegetables, non-citrus fruits, pasta and rice will also
add some welcome variety to their diet, as well as ensuring that your leftovers
don’t go to waste. Ideally, you should also provide a predator-proof run for
your chickens, so that they can get some fresh air and exercise and to allow
them access to the grubs and worms that they need as a source of protein.

Not only will your chickens provide you with the fruits of their labor, but
these quirky birds also make great pets and provide a super learning
experience for the children.

Just What Are Thunder and Lightning
Anyway?

Although the odds of being struck by lightning are
approximately 1 in 600,000, it is hardly surprising
that so many people rush for shelter when one of
the 100 lightning bolts that occur every second on
Earth strikes. With temperatures reaching almost
30,000°C (54,000°F) and speeds of 130,000 mph,
not to mention up to one billion volts of electricity
in every bolt, getting in the way of a lightning
strike is not exactly recommended. Just what causes lightning, though, and
just what are those threatening peals of thunder that usually go along with it?

Lightning storms happen when there is an imbalance between positive and
negative charges. When there is a storm and particles of rain, ice or snow
collide, the energy balance becomes even more disturbed and the lower parts
of the storm clouds become negatively charged. Meanwhile, the Earth itself
and some of the things on it, such as trees and church steeples, become
positively charged, and so Mother Nature uses lightning bolts, which pass
between the two charges, to correct the imbalance.

As for the thunder that is typically heard a few seconds after a lightning strike,
it is caused directly by the lightning — specifically, by the extreme heat that the
lightning generates. When the air around the lightning bolt heats up, it
expands very quickly and vibrates, and it is this vibration that we hear as
thunder.



Does Your Company Website Have Its
Own Blog?

The business clients and consumers of today
are a pretty savvy bunch. They know how
much choice there is out there, they know
when they are being sold to and they all have
an eye for added value. In addition, few if
any of them will balk at receiving something
for free that is genuinely worth having, and
this applies as much to information as to anything else.

Company blogs are a superb way for organizations to demonstrate their expertise to
their clients and customers. Providing that the information is relevant to their
clients’ concerns and to the business itself, useful, and of good quality, it can have a
powerful effect in terms of making one supplier stand out over another.

There are, in fact, several reasons why company blogs can be so effective. First,
they demonstrate a true commitment to customer service, since they take time to
maintain and do not directly generate revenue. Second, they can be an excellent
way to drive additional traffic to a company website. A few well-chosen key words
in an article can attract vastly increased numbers of site visitors who turn up your
blog through the search engines — and the more visitors, the greater the chances of
additional business.

If you don’t feel that your own writing skills are up to the job of maintaining a
company blog, never fear. You can always hire a freelance writer to write on your
behalf.

Living With Someone Else’s
Depression

Depression can devastate the lives of sufferers, but sadly they are not the only ones
to be affected by this often serious condition. Partners, family members, friends
and even work colleagues can all be sucked into a world of hopelessness, despair
and even sheer infuriation.

Aside from having a powerful ability to bring others down, someone else’s
depression frequently becomes the source of intense feelings of guilt. As they
watch the person they care about become a shadow of his/her former self, loved
ones often find themselves asking what they have done to cause or contribute to the
sufferer’s plight. Especially in cases where the depression seems to have come
from nowhere and does not appear to have been triggered by a specific or
significant event, loved ones feel that they themselves must be responsible.

Depression, however, very often has its roots in the distant past, in situations and
events that caused distorted ways of thinking to develop early on in life. Treading
on eggshells or covering up or making excuses for a loved one who is depressed in
order to assuage feelings of guilt, therefore, is not only unnecessary, but also
unhelpful. You are not the cause of the illness and you are not the cure.

The kindest thing that any of us can do for a loved one who is suffering from
depression is to encourage the person to seek help. Only a trained professional can
assist those experiencing depression to achieve effective and long-lasting recovery.

The Cost of Convenience

Take a peep
inside most
people’s
supermarket
carts, kitchen
cupboards and
iceboxes these days and more than
likely you will see endless varieties of
convenience foods.

With time being such a precious
commodity and lifestyles being so
frenetic, perhaps in some ways it is
not entirely surprising that we resort
to prepared foodstuffs and ready
meals.

When you consider just how short of
cash many people are as a result of
this latest economic recession, it
might be expected that more of us
would have reverted to cheaper and
healthier ways of eating.

In most cases, fresh fruits and
vegetables are significantly cheaper
than tinned or frozen alternatives,
they take only minutes to prepare and
they contain much more goodness,
and yet many people still plump for
the latter.

A huge range of delicious and
incredibly cheap dishes can be created
from scratch using pasta or rice, but
all too often we are tempted by the
ready-cooked versions, which cost
twice as much.

Although the more expensive
convenience foods might at first
appear to be the time-savers, by
cooking homemade meals in batches
and freezing them, there is no reason
why we cannot eat more healthily
without spending endless hours in the
kitchen or so much of our hard-earned
cash.
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The Power of Testimonials

Buyers, irrespective of whether they are members of the general public or other businesses, are naturally cautious, and in many cases with good reason.
Almost without exception they have, at some time, paid good money for goods or services that failed to live up to the promises of the seller, and they are
understandably anxious to avoid the same thing happening again. While there are, of course, some companies that are exceptionally good at “blowing their
own trumpets” and convincing customers to buy, in many cases it is having other people speak on the company’s behalf that gives potential buyers the
confidence to sign on the dotted line and part with their cash — and former or existing happy customers are the ultimate trumpet blowers! Unlike when a
company sings its own praises, a customer testimonial carries much more weight. Unfortunately, though, all too many companies shy away from asking for
testimonials to use as part of their marketing campaigns and so miss out on a technique that is almost guaranteed to increase their business. Rather than leaving
the collection of testimonials up to chance, make it the responsibility of everyone in your company, and then include your testimonials in all your marketing
materials, whether online or off-line. Measure their power to grow your sales!

Improve Your Quality of Life With Flexible Working
With so many different demands on our time and energy
nowadays, many of us feel as though our lives are spinning out
From the desk of of control. As we struggle to meet our responsibilities in the
Kevin Carter. CIO workplace, athome and to ourselves, we begin to feel

’ increasingly that we are not doing well enough

v,

A A 4 (Chief Icky Officer) in any area of our lives. -
November Trivia answer: Congrats to all who knew that The world that we live in is a challenging one. 3 2}
Black Friday is also a very busy day for PLUMBERS. New technology means that more and more g/

companiesare dealing in global markets and
across different time zones, and even local

This month is a time to reflect and a time to look forward. retail customers are nolonger prepared to

We hope 2010 was a great year for you and that 2011 will settle for 9-t0-5 service. FolOi AAUS O

be even better. As you reflect on who'’s important in your these things mean geater opportunities for

life, and what’s important (and what’s not), you might flexible working patterns than ever before.

like to remember what 6 year old Rose Zadra said, “If you

love someone, hurry up and show it.” And we appreciate Flexible working provides advangges not just for working

moms. Flexible working also benefits men and women who
want the chance to better fulfill their roles as parents, partners
or caregivers; to recover some sense of a social life; or simply tc
fit their work schedules to their natural body clocks and make
You Love Us (an d we love you l) the best use of those times of the day or night when they feel at

The first 5 customers AND the first 5 employees to call their sharpest or most productive. Greate_r_erX|b|I|ty_ can also
) - A allow employers to become more competitive, creating a win
our special testimonial line and leave a message,

win situation for all.
commenting on why you love working with us
EACH get $20.00! CALL this special # 1-800-881-9767 If you think that a revision to your working patterns could tip
Don@worry, wedl edit your comments if needed. your work/life balance in the right direction, then speak to your
employer. You could be doing yourself and your employer an
enormous favor!

all of you in our happy cleaning family!
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