Employee
How to Prepare for a Performance Review

· Verify when and where the Performance Review is to be held:

Date:


Time:


Place:

· Review the results of the last Performance Review conducted.
· Review the results of the Midway Feedback session.

· Review the current review period PMP form, the factors and their definitions.

· Review the expectations set at the beginning of the performance review period.  Also review any expectations that have been amended or revised throughout the review period.

· Gather documentation to support or define both positive and negative performance incidents.

· Read the rating scale and the definitions located on the evaluation form.  Be sure to understand that “Meets Standards” means “good performance that is expected of a fully experienced and competent employee.”

· Conduct a Self-Assessment.  Make a copy of the Performance Review form and assign a rating to each expectation.  Also include any additional written comments on performance and documentation.
· Identify areas of strengths and areas in need of improvement or enhancement.  Record them on the last page of your Self-Assessment performance review.

· Identify an action plan to correct deficiencies or enhance performance in any areas that do not meet desired levels of performance.

· Identify any training opportunities or assignments for areas that need improvement.

· Bring the completed Self-Assessment to the meeting to discuss with the supervisor.
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