Supervisor
How to Prepare for a Performance Review

· Contact the employee one to two weeks ahead of time and schedule the Performance Review for a mutually convenient time and location.
· Ask the employee to complete a Self-Assessment.  The employee should receive a copy of the Performance Review form.  The employee will then assign a rating to each expectation on the form and include documentation and any additional written comments on performance.

· Think about the goals and objectives of the work unit.  Think about how the work of the employee supported the goals and objectives of the unit.  To what degree has the employee completed the duties, tasks, and required functions of the position, the office, and the department in accomplishing the goals and objectives?
· Review the results of the last Performance Review conducted.

· Review the results of the Midway Feedback Session.

· Review the PMP form, the factors, and their definitions.  Also review “Identifying Rating Errors.”

· 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.
· Determine what rating the employee should receive for each performance area.  Write comments under each factor or area to support the assigned rating.

· Identify areas of strengths and areas in need of improvement or enhancement.  Record those areas on the last page of the PMP form.

· 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.  List specific OJT and training and development opportunities that may help the employee improve.

· Set dates by which the action plan and training will be accomplished, and specify follow-up dates to make certain they are completed. Record this information on the review form.

· Start establishing expectations for the next performance review period.
11/2/2006

1

