Performance Review Checklist for Supervisors

Use this checklist to help keep you on track as you guide, document, evaluate, and communicate job performance for your staff.

Preparation

___  Reviews performance expectations regarding job responsibilities and duties.

___  Observes job performances objectively.

___  Records job performances at least weekly in each employee’s fact file.

___  Records outstanding positive and negative incidents on the same day of occurrence.

___  Reviews background skills, work experience, and training of each employee.

___  Determines employee’s strengths and weaknesses based on documentation.

___  Prepares a tentative development plan.

___  Establishes objectives for each performance evaluation meeting 

___  Prepares a meeting agenda.

___  Gives employee advance notice of performance evaluation meeting.

___  Sets time for performance evaluation meeting that is sufficient, agreed upon, and at a location that provides privacy.

Conducting the Meeting

___  Creates an atmosphere that cultivates an open, productive discussion by reviewing the purpose of the meeting and encouraging participation.

___  Communicates job requirements and employee’s strengths and accomplishments in meeting them.

___  Asks each employee for his/her own assessment of job performance, strengths, and areas of needed improvement.

___  Maintains focus on job performance, not personality traits.

___  Respectfully listens to statements of disagreement and works to resolve them.

___  Discusses plans for the next review period including goals, projects, work assignments, and training and development.

___  Summarizes agreements and areas that need follow up and ends meeting on a positive note.

After the Meeting

___  Records plans and commitments made and areas requiring follow up.

___  Provides copy of performance review to employee.

___  Evaluates how well the discussion went and any improvements needed to conduct the next meeting better.

