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August 2023 News

Inflation is Starting to Impact Medical Insurance Premiums

Inflation has been cooling recently, but not in time to affect medical plan premium
increases for 2024. Last month, CalPERS — one of the nation’s largest medical insurance
providers —approved rates for next year’s plans. On average, prices will increase by 11%.
These increases are high, but not out-of-line with general medical premium increases
seen outside of CalPERS. For example, a recent study by Price Waterhouse Cooper’s
Health Research Institute projects a 7.0% increase in medical costs for 2024. This is higher
than the figures Price Waterhouse had projected for 2022 (5.5%) and 2023 (6%).

According to an article in the Sacramento Bee, the CalPERS price increases reflect the
larger trend of medical inflation across the country. This includes a combination of rising
demand for non-COVID-related health services, high labor costs, and a desire to recoup
pandemic-era losses. These factors have all driven health care providers to raise their
prices, the Bee reported. According to CalPERS, the increases for the 2024 premiums are
largely due to rising medical costs and continued high pharmacy costs. It also includes
other factors such as an additional surcharge and decreased Federal Medicare Reserves.

According to the Price Waterhouse study, general inflation is now beginning to impact
healthcare spending and rates. Health plans are pressured to raise reimbursement levels
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in price negotiations with providers, in part due to rising wages and expenses,
compounded by clinical workforce shortages. The Price Waterhouse study also cites
persistent double-digit pharmacy trends driven by specialty drugs as a contributing factor.

CalPERS Premium Increases: CalPERS provides health insurance for more than 1.5 million
people, including about 770,000 public employees and retirees and about 770,000
dependents. CalPERS offers both preferred provider organization (PPO) and health
maintenance organization (HMO) plans. CalPERS members can change health plans later
this fall during open enrollment (September 18 to October 13). The new premiums will
take effect January 1, 2024. Rates vary based on region, plan, and level of coverage (e.g.,
employee only, employee +1, and employee +Family). Detailed information on premiums
for each region are on the CalPERS website: https://www.calpers.ca.gov/page/active-
members/health-benefits/plans-and-rates

The CalPERS Pension and Health Benefits Committee met on June 21, 2023, to receive an
update on the Rate Development Process and the 2024 proposed premiums for CalPERS
health plans. The 2024 preliminary premiums reflected an average increase of over 11%
but varied widely by plan, with the two popular PPO plans increasing substantially more.
The two PPO plans — PERS Gold and PERS Platinum —were projected to increase by 19.25%
under the current two-pool system. However, using a single pool system, HMO rates will
rise to keep PPO premiums from skyrocketing. The PPOs will only go up by 12%.

Chief Health Director, Don Moulds, said PPOs continue to lose healthy members to HMOs.
This is causing PPOs to spend more money than they collect from premiums, which
threatens the viability of the PPOs. “We had hoped it would be longer before we needed
to begin to merge the two risk pools,” he said. “This is not our preferred way of working,
but the challenges we are facing today call for immediate action.”

To smooth out the cost increases for PPOs, CalPERS looked at phasing-in a single risk pool
over either two or three years. This would increase 2024 premiums by either 11.27% or
10.99%, respectively. During a July meeting, the CalPERS Board approved the three-year
phase-in option. Initially, the two-pool method was meant as a temporary fix while
CalPERS transitioned into a one-pool system. At the time, the CalPERS Board said prices
would increase again in 2023 before stabilizing in 2024. That timeline has now changed.
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CalPERS has been implementing a rate-setting system which, officials say, will gradually
stabilize prices and align prices more closely with a plan’s value. The CalPERS Board
approved the new system in 2020 on the recommendation of health insurance experts,
who said the changes are needed to save three of the best plans — Anthem HMO
Traditional, Blue Shield Access+, and what was then the PERS Care PPO — which attract
those who spend the most on medical treatment. As a result, insurers kept raising
premiums to cover costs. The fear was this trend —referred to as a “death spiral” —would
drive healthy people away from the plans, prompting even further price hikes, ultimately
leading to these plans being unsustainable. The new system partly re-distributes
premium cost increases from plans with higher health risk to those with lower risk.

The monthly price for the most popular plan — an HMO plan administered by Kaiser
Permanente — will rise 13%. That plan serves nearly 550,000 people. The Kaiser rates
were projected to go up 11.79% under the current two-pool scenario. The Anthem HMO
Traditional will go up about 7%, and the Blue Shield Access+ will go up about 6%. United
Healthcare plans will go up about 5%. These are averaged amounts statewide. The actual
percentages will vary based on region. The out-of-network deductible will go up by
$1,500 for the PPO plans.

CalPERS negotiates aggressively with insurers. They understand that many members
often must absorb the increased costs entirely out of their own pocket. While rates tend
to reflect the current state of the health care market, CalPERS expects health insurance
companies to take decisive action to keep costs down. CalPERS leverages its large pool of
members to try and hold insurance companies accountable and keep costs transparent.
Premium increases generally stem from the costs of medical care exceeding premium
revenue, rather than an overall increase in usage. Despite efforts to control costs,
however, the cost trend is still affected by general inflation.

Price Waterhouse Cooper Study: The Price Waterhouse study projects a 7% rise in costs
in 2024. The study defines the medical cost trend as the projected percentage increase
in the cost to treat patients from one year to the next, assuming benefits remain the
same. The study estimates the projected increase in per capita costs of medical services
and prescription medications that affect both group and individual health plans.
Insurance companies use the projection to calculate health plan premiums for the coming
year. The growth rate is influenced primarily by changes in the price of medical products
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and services and prescription medications (known as unit cost inflation) and changes in
the volume of services used (known as the utilization rate).

The study cited overall inflation as the main driver of projected costs. Although inflation
began to take off as early as 2021, inflation has only just begun to affect premiums. That’s
because many providers had been in multi-year contracts that affected how soon
providers could begin to pass on higher costs to insurance plans. Another major
contributor is workforce shortages. Total employment in healthcare has not yet returned
to pre-COVID levels, and a noticeable gap persists for the nursing and residential care
facilities. This has forced providers to use temporary staffing companies that charge
higher prices. But even as healthcare employment returns to normal, the study predicts
the potential savings may be offset by a higher utilization rate, driven by pent-up demand
for care. Increases in prescription drugs —in the high single to low double digits — are also
affecting plan premiums. Drug shortages and supply chain issues are contributing to the
general inflation of pharmaceuticals.

News Release - CPI Data!

The U.S. Department of Labor, Bureau of Labor Statistics, publishes monthly consumer
price index figures that look back over a rolling 12-month period to measure inflation.

3.0% - CPI for All Urban Consumers (CPI-U) Nationally
3.5% - CPI-U for the West Region

2.5% - CPI-U for the Los Angeles Area

2.9% - CPI-U for San Francisco Bay Area

3.9% - CPI-U for the Riverside Area (from May)

5.2% - CPI-U for San Diego Area (from May)
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Heat lliness Prevention

The U.S. Department of Labor (DOL) and Occupational Safety & Health Administration
(OSHA) have published best practices to prevent heat illness at work. The best practices
are designed to help employers reduce the risk of heat related illness for
workers as we head deep into the summer months. Suggestions include:

Train All Workers. Employers should train supervisors and workers on
how to control and recognize heat hazards. This includes first aid.

Follow the 20% Rule. On a worker’s first day of working in extreme heat,
no more than 20% of the duration of their shift should be at full intensity
in the heat. The duration of time at full intensity should be increased by no more than
20% a day until workers are used to working in the heat.

Remember These Three Words: “Water. Rest. Shade.” Workers should drink 1 cup of
water every 20 minutes while working in the heat to stay hydrated. When the
temperature is high, employers should have workers take frequent rest breaks in shaded,
cool, or air-conditioned areas to recover from the heat.

Workers New to the Job are at Higher Risk. Workers who are new or returning to working
in warm or hot environments need more time to adapt. More than 75% of heat-related
fatalities occur during a worker’s first week, which is why “acclimatization” — the process
of building resistance to increased temperatures — is so important. Learn how to protect
new workers from heat-related illness and monitor them until they are acclimated.

Hazardous Heat Exposure Can Happen Indoors or Outdoors. Though heat stress is
typically related to outdoor work environments, and construction workers account for
about one-third of heat-related deaths, workers in hot indoor environments like kitchens,
laundries, warehouses, and electrical utilities are also at risk.

Engineering Controls and Modified Work Practices Can Reduce the Risk of Heat llIness.
Employers should consider reducing physical activity as much as possible by planning for
the work ahead and rotating job functions among workers to help minimize exertion.

If you encounter unsafe heat conditions, tell your employer immediately. If nothing
changes, contact your professional staff for help, or call OSHA at 1-800-321-6742 (OSHA).
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Questions & Answers about Your Job

Each month we receive dozens of questions about your rights on the job. The following are some GENERAL
answers. If you have a specific problem, talk to your professional staff.

Question: | have an FMLA intermittent
leave form on file with my employer for
my anxiety and PTS disorders. My
manager and HR recently met with me
to advise me about how I'm not
providing enough notice about my need
for leave. | have not been formally
disciplined as far as | know, and my
leave requests have not been denied.
But I’'m concerned that either one may
happen with a future leave request.
How much notice must | provide? For
doctor appointments, | may know in
advance. But typically, | don’t know of
the need until my condition flares up.
How is that my fault?

Answer: According to FMLA regulations,
an employee who needs intermittent
leave or a reduced schedule or has
planned medical treatment must make a
reasonable effort to schedule leave with
the employer in @ manner that does not
unduly disrupt the employer’s operation.
Employees are required to provide 30
days advance notice of the need to take
FMLA leave when the need is foreseeable
and such notice is practicable. An
employee must also comply with an
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employer’s call-in procedures unless
unusual circumstances prevent the
employee from doing so (in which case
the employee must provide notice as
soon as practicable). If an employee fails
to provide timely notice, the leave
request may be delayed or denied. An
employee could be subject to discipline,
depending on the employer’s policies. If
the need for leave is not foreseeable, the
employee must provide notice to the
employer as soon as possible.

The guidelines on FMLA leave related to
mental health conditions include, but are
not limited to, chronic conditions like
anxiety and depression that cause
occasional periods when an individual is
incapacitated and requires treatment by
a health care provider at least twice a
year. Continuing treatment includes
multiple appointments with a mental
healthcare provider and follow-up care
like prescription medication, counseling,
or therapy. The FMLA does not exempt
individuals with anxiety or other mental
health conditions from callout polices
but recognizes that certain mental health
conditions may incapacitate a person for




occasional periods without notice. If for
example, someone who suffers from
panic attacks is in the middle of a panic
attack, they might not have the ability to
physically call out at that exact moment,
but the employee can be required to
comply once the panic attack subsides.

It is best to specifically identify the need
for FMLA when you callout so that the
employer cannot argue that your leave
was for any other reason like ordinary
sick leave. For any doctor’s appointments
or other scheduled treatment, try to give
as much notice as possible. For any
unforeseeable flare ups, give vyour
employer notice as soon as you can. If
you are following the FMLA guidelines on
leave, your employer has no reason to
formally discipline you. If your request
for leave results in discipline or any other
retaliation, then contact your
professional staff for help.

Question: We recently got a new
Director. He said our Department has
not been following our written meal and
break policy, which provides for a 30-
minute lunch break. He announced that
going forward we are going to comply
with the policy as written. For as long as
I can remember we have been getting
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45-minute lunch breaks. I'd like to file a
grievance to keep the 45-minute
lunches. Do | have a winning case?

Answer: A grievance is typically an
alleged violation of an MOU between an
employer and an employee organization.
In some MOUs, the grievance procedure
may extend to Vviolations of an
employer’s policies, too. Check your
specific language to be sure.

If the written policy has always been 30
minutes and the City has allowed 45
minutes, this means the City was not
enforcing the policy as written. The
employer can enforce it now as written,
even if it has not done so consistently in
the past. Enforcing the policy as written
is generally not subject to the meet and
confer process and it typically does not
give rise to a grievance. For example, in
Marysville Joint Unified School District
(1983) PERB Decision No. 314, at p. 10,
the Board said that the mere fact that an
employer has not chosen to enforce its
rights in the past does not mean that it is
forever precluded from doing so. There,
the policy granted teachers a lunch
period of only 30 minutes. The fact that
the District allowed teachers to take 55
minutes for lunch did not mean the




District was prohibited from enforcing
the policy as written.

But let your employee organization
leaders know about this. They can
evaluate  whether the employee
organization has the right to meet and
confer over it. For example, if the MOU
has expired, or the underlying policy was
established by the employer unilaterally,
the employee organization may be able
to negotiate over the proposed change
now, prior to implementation. (See, e.g.,
City of Culver City (2020) PERB Decision
No. 2731-M) (employee organization
established an unfair labor practice when
the City unilaterally changed work
schedules, meal periods, and rest breaks
after the MOU expired without first
giving the employee organization prior
notice and an opportunity to bargain). If
it is not immediately negotiable, the
employee organization can revisit the
matter in the next MOU negotiation.

Question: The City sends some of us out
of state for weeklong training. The
travel to and from often takes place on
a day off. Due to the distance, the time
it takes for the travel takes up those
“Days Off”. Does the City have to
compensate me for the travel? There
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seem to be some distinctions between
the State and Federal Laws on this. Ina
past discussion with HR, they said the
City is exempt from some of the state
laws because itis a “Charter City.” | have
done some research and it seems to
indicate that | should be paid for travel
on days when | would typically be
working. Is that correct?

Answer: Under state law, HR is correct.
Charter Cities are afforded the right to
exempt themselves from certain state
laws under California’s Constitution.
Article XI (5) Section 5 of the State
Constitution allows charter cities to
“make and enforce all ordinances and
regulations in respect to municipal
affairs” and make these laws supreme
over “all laws inconsistent therewith”
under the “home rule doctrine.” The
California Supreme Court has enforced
the home doctrine rule specifically
regarding charter cities and employee
travel pay. The test for what falls under
the home doctrine rule is whether the
issue is a “municipal matter” or a “matter
of statewide concern.” Travel pay has
been determined to be part of employee
compensation, which is considered a
“municipal matter.” On the other hand,
minimum wages laws have been




determined to be a matter of statewide
concern, so even charter cities must pay
the state mandated minimum wage.

Under Federal law, yes, if you are eligible
for overtime pay (non-exempt), you
should be paid for overnight, out-of-state
travel during your typical work hours
even on your off days. Under the Fair
Labor Standards Act (FLSA), certain travel
time is categorized under “hours
worked” for non-exempt employees
participating in interstate work travel
(travel from state to state). This includes
travel that keeps an employee away from
home overnight if it cuts across the
employee's workday.

But time spent travelling away from
home outside of regular working hours as
a passenger on a common carrier — for
example, an airplane, train, boat, bus, or
automobile — is not considered work
time. This includes time waiting in line
for security or at the baggage claim.

In your situation, if the time you spent
traveling outside of your regular working
hours consisted of time spent traveling
on a common carrier, then the FLSA does
not require that the City compensate you
for that travel time. Contact your
professional staff for help in determining
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whether any of your travel time is
compensable under the FLSA.

Question: | work in an open-air cubicle
around several other co-workers who
each have their own cubicle. One of my
co-workers openly displays a religious
symbol in their cubicle area. | don’t
think that’s appropriate for the
workplace. Don’t | have the right to
come to work and not be exposed to
someone else’s religious point of view?
Who should | contact about having the
religious symbol be taken down?

Answer: You can ask that it be taken
down, and your co-worker may
voluntarily agree to do so, but know that
your co-worker has a legal right to display
the religious symbol in their cubicle, at
least insofar as doing so does not
significantly disrupt the employer’s
operations. Under Federal law, Title VII
of the Civil Rights Act of 1964 prohibits an
employer from discriminating against
employees based on various protected
classifications, including religion.
California’s Fair Employment and
Housing Act (FEHA) contains a similar
prohibition under state law. This means
the employer cannot legally require your
co-worker to remove the religious




symbol from the cubicle, absent
exceptional circumstances. An employer
must also reasonably accommodate an
employee’s sincerely held religious belief
or practice unless doing so would cause
an undue hardship. Undue hardships are
actions that would require the employer
to incur significant difficulty or
substantial increased costs in relation to
the conduct of its business.

In your situation, there does not appear
to be any legitimate basis for the
employer to demand that your co-worker
remove the symbol from visibility. Doing
so may mean that your co-worker could
sue your employer for religious
discrimination or failure to
accommodate. In a U.S. Supreme Court
case from June, Groff v. Dejoy, the Court
unanimously said that a hardship that is
attributable to employee animosity to a
particular religion, to religion in general,
or to the very notion of accommodating
religious practice, cannot be considered
“undue.” Bias or hostility to a religious
practice or accommodation cannot
supply an employer with a defense.

Question: | received a 2-step promotion
in July 2022. However, my supervisor
was 9 months late with his appraisal and

www.helplac.org

10

approval of this pay increase. In April
2023, | received retroactive pay. The
gross retro pay amount was calculated
correctly. However, the net retroactive
pay was taxed at a higher tax bracket
than my normal salary rate. | would like
to know what options are available to
me. If | had been paid on time, | would
not have been taxed at the higher rate.

Answer: Taxes for one-time payments —
such as retroactive pay and bonuses — are
typically withheld by the employer at a
higher tax rate. This is usually automatic via
the employer’s payroll software. This is
because you typically receive these
payments on top of what your normal salary
or wages would be for the full year, and the
system assumes (often correctly) that you
will owe tax at the higher rate. The tax
authorities — the Federal Internal Revenue
Service and the state California Franchise
Tax Board — require employers to withhold
taxes on supplemental pay at a higher rate.

The good news is, you do not necessarily
owe more tax than you would if you had
received your pay raise on time. It just
means that you likely will not receive the
difference back until you file your taxes for
that tax year. If more was withheld than you
owe, you would get a refund. Contact your
tax professional for questions about any
potential refund.
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Delores Autry West Award

*This scholardhip means so much to me.

*It is truely an honor and a blessing to recieve “Thank you for the HELP Leornard T Gradiaikng high Schoo and golng 1n 1o “I am grateful for the scholarship because it allowed me to not be
the HELP Leonard T. Stone scholarship. | am Stone scholarship. | really appreciate it college can be very scary, but knowing financially halted from doing the things | really was interested in
grateful and will purpose this towards the day and the finaclal assistance will help me that 1 have the finandial 5“;"90" Som the doing and learning what | wanted to learn. It allowed room for some
you will be calling me Doctor Anissa out toward paying for my school HELP Leornard T. Stone Scholarship is financial freedom. 1 appreciate the “?Sm"(e that | recetved from the
Muhammad. Thank you HELP." necessities” awesome and I'm truly grateful HELP Scholarship.” -Nia Porter
-Anissa Muhammad -Desiree Rocha
Viany Campos

APPLY TODAY

https://helplac.org/help-scholarship/

HELP is dedicated to assisting and promoting our youth and members in our community to reach their
highest level of potential. Higher education enables individuals to expand their knowledge and skills and
improve one’s quality of life. To assist and promote our youth and members reach their full potential,
HELP has created our annual Delores Autry West Scholarship. The HELP Scholarship is only available to
registered HELP members & their children.

CLICK HERE TO APPLY
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What is the HELP Discount Program?

Your HELP Discount Program is a one-stop-shop for thousands of exclusive discounts in more than
25 different categories. That means there's something for everyone!

How to Navigate Your Discount Program

.................................................................. B
rd Local Offers [i] Hours

Monday - Friday
9am - 6pm

Located in the Quick Links section, Local Offers allow

you to use your location to see all of the discounts near

you, wherever you are! Discounts can be filtered by —
category and distance. ]\@J Phone Number

866-606-6057
@ Interests
% Let us know what you're interested in so we can ensure @
you're seeing the perks you'll most enjoy, front and =
center on your Discount Program Home Page.

Email
cs@perkspot.com

S/\ Brands =] Support*
w? Looking for something specific? The Brands tab, found support.perkspot.com
in the Quick Links section, is an easy and quick way to
search for all the discounts available to you. “If you've still got some questions, visit
support perkspot.com to submit a request. Our bilingual
s Suggest a Business Customer Service team will reach out and can answer
\e2/< any questions in both English and Spanish.

Don't see what you're looking for? Head to the Suggest
a Business page, found in the upper right-hand comer
of your Home Page, to suggest your favorite brands and
local spots be added to your Discount Program.

Need Some Help? Reach Out To Us!
PerkSpot's customer service team works tirelessly to
help you access your Discount Program and redeem
deals easily. Below are some important details
regarding customer service availability.

Ready to save? Head to helplac.perkspot.com to get started!
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HELP PERKS

www.helplac.org

Save with these incredible HELP Membership Perks

Your HELP membership is simply amazing. And in addition to the benefits that are already
yours, we have added these HELP Perks with hundreds of merchants and thousands of
discounts. Members can access savings at both national and local companies on everyday
purchases such as tickets, electronics, apparel, travel and more. HELP members have the
opportunity to save, on average, over $2,000 per year. HELP Perks can save you enough to
pay for your membership for years to come.

RECEIVE EXCLUSIVE DISCOUNTS What Members

Access your members-only discounts in categories such as: Are Saying:

. "HELP Perk: fi
A Apparel Insurance & Protection ers pays"or
my membership!

-Linda S.

ﬂ Automotive ]Lﬂ Office & Business

n "I received 8% off my
Books, Movies, Music M ReolEstate & Moving Verizon cell phone billl"
-Michael W.
D Cell Phones @ Sports & Recreation
| saved 30% on movie
Q ) ) . tickets on date night with
Electronics i Tickets & Entertainment my husband. -
Janet P.
~+ ane!

Finance (;) Travel
Enjoy preferred member pricing on some of your favorite brands and services.

amazon COSTCO \ormvor
verizon o e @ @ AND MANY
MORE!

_aus
B icrosort  splFlags @ VIVIDSEATS. ._H,.m 4

To sign up, simply login at helplac.org, scroll down, and click Membership Discounts Icon. If
you don't already have an account, follow the simple signup instructions on the screen.

These benefits are for HELP members. All offers or promotions are subject to change without notice.
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HELP is delighted to share our
enthusiastic endorsement for the
exceptional services provided by the
Law office of Edgar Saenz. As a highly
reputable and dedicated attorney, Mr.
Saenz specializes in Trusts and
Estates, offering invaluable expertise
in areas such as Revocable Living
Trusts and Incapacity Planning.
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In the complex world of Trusts and
Estates, Edgar Saenz is a guiding light.
His comprehensive understanding of
the legal intricacies surrounding
Revocable Living Trusts, Incapacity
Planning, makes him an invaluable
resource for anyone seeking expert
legal advice.

If you are in search of a highly
competent and compassionate
attorney to guide you through your
Trusts and Estates journey, HELP
wholeheartedly recommends the Law
office of Edgar Saenz. With his
exceptional legal expertise,
unwavering commitment to the
community, and impeccable level of
client care, you can trust that you are
in the very best hands.




Edgar is a graduate of Stanford Law
School and has been @ member of

Q What's the biggest mistake people n
estate plannng? — the State Bar of California since 1986
A Waiting unl I's 1o late. He is a Certfied Spocialst in Estate
Punning, Trust & Probate Law. He is
O Estate? | don't have an estate. AV rated (ighest possitie rating in
A There's a misconception that only rich people have o legal abisty and efhical standards”)
“estates.” But an estate is whalever a person by his peers in e respected
owns, be it a home, a car, elc. Martindale-Hubbed review Mr Ssenz
backs up his estate practios with years
Q Why plan? of experience and satisfied clients. Ho
A Peace of mind. Control. Providing for loved ones. provides individuaized attensan for you
You're in control of who gets what, how and mv::mmwmﬁ
when. Also, a plan arranges for someons 1 make service

Q What's the difference between 2 will and trust?

A — e for her future?

Q What is probate?

A The court supervised process of approving a wil
and administering 3 decedent's estate.

CALIFORNIA BOARD OF

Q How is bate? LEGAL SPECIALIZATION
A Probate fees are based on the gross value of the CERTFIED SPECALIST
estate. For example, 3 $1 milion dollar estate ESTATE PLANNING, TRUST &
will Incur $23,000 in attomey's fees, $23,000 n PROBATE LAW
personal representative compensaton, and about
$2.000 in court and adminisirative costs.

Q How long does the probate process take?

A. In Los Angsies County, the probate of even &
simple estate tkes 18 months or more

Q What's the difierence between an executor and Trusts & Estates
0 trustee?

A. Alrustes, ientfied in a trust, manages trust
assets. An executor, who is named in o will,
notifies next of kin and makes final arrangaments.
The tustes and executor can be the same perscn,
but they are distinct roles.

8921 S. Sepulveda Bivd., Sulte 101
Los Angeles, CA 90045

T310-417-9900

Edgar @EdgarSaenz com
www EdgarSsens com

O
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HOW TO BEST PREPARE FOR A PERFORMANCE
REVIEW MEETING
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Maya is o software engineer at a large corporation. She sips her morning tea and tries to calm her
nerves. It's that time of the year when performance review meetings are approaching. She's feeling
anxious knowing her performance over the past year will be evaluated. She wants to ensure she's
prepaored to discuss her achievermnents and areas for improvement with her manager.

Performance review meetings are a critical aspect of any employee’s professional journey. They
provide a platform for evaluating past performance, setting goals for the future, discussing career
development, and more. However, the prospect of being reviewed can often make employees feel

anxious and unprepared

To make the most of it, it’s crucial to prepare for performance review meeting in advance. You want to
come across as a proactive employee, dedicated to aochieving success for both - yourself and the
company. That's why it's essential to prepare for the meeting ahead of time, so you can showcase
your strengths, address any challenges, and set yourself up for continued growth and success.

If, like Maya, you're looking for advice on how to best prepare for performance review meeting, this

article is the perfect resource!

help

Helping Employees Learn Prosperity
@

www.helplac.org
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Tips to best prepare for an upcoming
performance review meeting

3 A Prepare for
- @)’ goal-setting

®
Conduct a Communicate
self-assessment effectively
Leverage the
mri:t?;‘::::: meeting for career
opportunities development
@ upraise

1. Conduct a self-assessment

Before your perfaormance review meeting, conducting a thorough self-assessment is essential. This will

help you identify your strengths and weaknesses, set realistic goaols, and prepare for the meeting
effectively.

To conduct an effective self-assessment, moke sure you follow these steps:

1 Review your job description and performance goals: Before you begin, it's important to

know what's expected of you in your current role. Review your job description and
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perfarmance goals to understand uaur responsibilities and objectives clearly.

2. Analyze your achievements and challenges over the past cucle: Take the time to reflect on
your wark over the past cycle, Identify your successes and accomplishments and anuy
challenges or abstacles you faced,

3 Identify areas for improvement and development: Consider the feedbock you've received
from colleogues and managers. Think about any areas where you can imgrove your skills or
knowledge to perform better in your current role.

4. Consider your long-term career goals: Where do you see yourself in the future? What steps
can you take now to achieve those goals? what support or assistance can yaur company

provide to help you achieve your goals?

You'll be better prepared to discuss your performance and contributions during the meeting by

conducting an honest self-assessment.

2. Gather feedback

Seeking input from colleogues and managers can provide valuable insights into your performance
and help you identify areas for improvement. Actively soliciting feedbock demonstrates your

willingness to listen, learn and grow. It's also an important aspect of the performance review process.

There are several wols to gother feedback, including:

Saliciting feedbock from calleagues: Reach out to calleagues wha have warked closely with you
over the past cycle and ask for their feedback. This can include peers, subordinates, and ather
managers. You can request feedback on specific projects or tasks as well as overall performance.
Request feedbock from your manager: Your manager is the primary person responsible for
evaluating your performance. Ask them for specific feedback on your performance over the past
cycle, Also, check what they see as areas where you can improve performance. In conversation,
you can alsa discuss your career development gools and any opportunities for growth within the
organizotion.

Use feedbock tools: Many companies use feedbock tocls to collect feedback from employees.
These tools can include surveys, questionnaires, and other feedback mechanisms. If such tools are
available to you, you can use themn to collect feedbock on specific projects or tasks and owverall

performance.
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Onece you've gothered feedback, analyze it and use it effectively. Stort by organizing the feedbock
into categories like strengths, weaknesses, and areas for improvement. Look for common themes or

patterns that emerge.

ldentify specific octions you can toke to address areas for improvemeant and leverage your strengths.
For example, if several colleagues hove commented thot you could improve your communication
skills, cansider joining a workshop or course to develop your communication skills further. Then

prepare an improvermnent plan.

By gathering and using feedback effectively in advance, you'll be better prepared to discuss your

performance holistically during the performance review meeting.

3. Prepare for goal-setting:

Goaol setting Is a crucial step in your performance review meeting. It helps you clarify your gools and

align your performance with the company's abjectives, ensuring you work towards a common goal.
To ensure your goals align with the company's objectives and are SMART, follow these tips:

Ensure your goals are SMART, Specific, Measurable, Achievable, Relevant, and Time-bound
(SMART) goals. Ensure that your goals are cleor, focused, and have o deadline. This is essential to

keep you on track.

Set challenging but achievable goals: Your goals should stretch and challenge you, but they should
also be achievable so that you can make significant progress.

Align your goals with company objectives and priorities: This will ensure that your work contributes
to the organization's overall success.

Develop a plan to trock progress towards your goal: This is essential. Tracking your progress will

help you identify any issues early on and allow you to adjust as necessary.

This will ensure that you contribute to the organization's success while achieving your personal goals.

4. Communicate effectively:

Effective communication is critical to making the most of your performance review meesting. Mot only

does it allow youw to communicate your achievements and challenges to your manager, but it also
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ensures that your manager clearly understands your contributions and areas for improvement.

Use these tips to communicate effectively during your meeting

Prepare talking points and supporting evidence in advance: To ensure that you cover everything
you want to discuss during the meeting, it's essential to prepare it. This may include examples of
your achievements, feedback from colleagues or clients, or any challenges you've faced and how
you overcame them,

Detail your achievements and challenges clearly and concisely: During the meeting, it's important
to use clear and concise language to explain your accomplishments and challenges. Only use
terms or abbreviations that you're sure your manager will understand

Provide specific examples to illustrate your points: When discussing your achievements and

challenges, it's essential to provide specific examples to illustrate your points. This helps
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demanstrate the impact of your contributions and provides context for your manager

Listen octively to your manager’'s feedbock and questions: It's important to listen actively to your
rmanager during the meeting. This demonstrotes your value for their input ond shows you're open
to constructive criticism,

Stay calm and confident: You may receive unexpected or critical feedbock. Don't let thot upset you.

Maintain o professicnal demeanor and avoid becoming defensive or argumentative.

The performance review mesting is an cpportunity to learn, improve ond grow. Appreach it with o
positive attitude and o willingness to improve. Communicate effectively to better convey your

contributions and value to the arganization and develop o plan for future growth ond development,

5. Leverage the meeting for career development:

The performonce review meesting is not just about discussing your post performance but also
discussing your career development. It's an excellent opportunity to tolk to your manager about your

career aspiraticns and potential opportunities for growth within the organization.
Here are some tips for leveraging wour performance review meeting far career development;

Discuss your long-term career goals ond aspirations; Share with your manager where you see
yourself in the long term, the skills gou want to develop, and the types of roles gou would like to
have.

Request feedbock on your potential for growth and development: Your manager is in a perfect
position to advise you on your potential for growth and what areas you need to work on to achieve
your career goals.

Identify oppertunities for training and development: Wark with uour manager to identify training
ond development oppartunities to help you achieve your goals.

Demonstrate your value to the arganization and your potential for future growth: Discuss your
contributions at wark and how they've added value to the company. Highlight how you've
demanstrated potential for future growth,

Megoticte for o promotion or raise, if appropriate: If you've met or exceeded expectations, you can

discuss the possibility of o promaotion or raise with your manager.

22

www.helplac.org




Make the most of your manager's undivided attention to leverage the meeting for your career

development. This will help you stay on course to achieve your long-term gools,

6. Turn feedback into growth opportunities:

In some coses, the performance review meeting mou include critical or unexpected feedbock. It's
essential to respand to this feedback professionally and constructively and to develop an

impravement plan.

Here's how yow can respond to challenging feedbock during the meeting:

Stay colm and composed: Remaln calm, even If the feedback s difficult to hear, Aveld becoming
defensive or emotional.

Listen actively to the feedbock and ask clarifuing questions: Pay attention to whaot is being said and
seek clorification If you need help understanding something, Repeot whot you've heord 10 ensure
you fully understand the feedback in its intended context,

Acknowledge the feedback and take responsibility for your actions: Demonstrate that you're taking
feedback seriously by acknowledging it and taking responsibility for your actions, Avold making
excuses or placing blame,

Develop a plan for iImprovement; With your manager, create o plan for improvement, including
specific goals ond deadlines, Discuss any resources ar support you may nead to ochieve them,
Fallow up: Keep your manager infarmed of your progress towards your gaals, Share any successes

or challenges you encaunter and seek feedback and guidance as needed,

Use all feedback as an opportunity to learn and improve your performance and to demonstrate your

commitment to the job and your team.

Conclusion:

In summary, the performaonce review meeting 15 an opportunity 1o showcose your accomplishments,
address any challenges, and plan for continued growth. Bu conducting o thorough self-ossessment,
gathering feedback from others, and preparing for goal-setting, youw can make the most of this

opportunity.
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Remember that your performance review isn't just about evaluating poast performance but also
setting o roadmap for future success. With proper preparation and o growth mindset, you can use the

performance review meeting as a voluable tool to advance your career and achieve your goals.

Helping Employees Learn Prosperity
L J

www.helplac.org
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