CHECKLIST FOR COMPLETING AN HONEST PERFORMANCE EVALUATION

Appraisers and appraisees alike complain about performance evaluations.  They’re a lot of work; they generate a lot of discomfort; and they don’t always produce a clear benefit.  There are some ideas to make the process worth the time and effort.

1.  Get the Employee Started
· Set a meeting date, and give the employee his/her self-appraisal materials well ahead of your appraisal meeting.

· Set a deadline for receiving the employee’s self-appraisal that will give you time to use it as you do your appraisal.

2.  Plan and Prepare for the Meeting
· Familiarize yourself with the employee’s job description, performance goals and performance documentation.

· Complete the performance appraisal form, keeping the following in mind:

· Link your conclusions to the employee’s stated goals
· Include specific examples of strengths and weaknesses

· Identify any conclusions that differ from the employee’s self-appraisal

· Think through how you will discuss the differences at the meeting
· Review your appraisal to be sure that it is:

· Objective

· Related solely to job performance and behavior that affects performance

· Unbiased and free of stereotypes or personal feelings

· Reflective of the entire period’s performance and not just one incident (good or bad)

· Develop proposed goals for the employee for the coming period.

3.  Conduct the Meeting as a Structured Dialogue

· Open the meeting by positioning it as a two-way dialogue that:
· Reviews performance objectively in terms of stated goals
· Recognizes successes and areas for improvement

· Explain how the review relates to pay increases or other rewards and state clearly when positive reviews may not bring rewards.
· Ask the employee to review his/her progress and areas for improvement.

· Listen carefully to fully grasp the employee’s view, recognizing that it may be more accurate than yours.

· Avoid words or body language that criticizes the employee’s view.

· Provide your own review of the employee’s performance, with these suggestions in mind:

· Start with accomplishments and strengths (goals met, progress made, extra efforts)
· Position criticisms as areas for improvement not failures
· Be calm and objective; don’t blame or attack
· Discuss areas in which you disagree with the employee
· Try to agree on a description of past performance
· Work together to set new performance goals and action plans
· Discuss how you and the company can help (with coaching, training, special assignments, etc.)

4.  Follow Up
· After the meeting, be sure to follow up on any promises you made and be sure to note when you will next meet to discuss progress.

