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Supervisors

The following checklist is designed to guide the supervisor in preparing, conducting, and following through on employee performance evaluation discussions.  
Supervisor Preparation
_____  I have reviewed previous performance evaluations (especially my new hires) for deficiencies in performance or for a 

dramatic change in performance.
_____
I have asked the employee to review the performance plan developed last year and to provide their own self-

assessment of performance based upon the factors identified.  I have taken their position into account when 

formulating my ratings.
_____
I have reviewed the employee’s job description to familiarize myself with the duties to identify gaps with what I am 

expecting from the employee.

_____
I have incorporated corrective actions received by the employee into account when designating my final rating.

_____
I have sent out surveys (if appropriate).

_____
I have considered potential gaps in what was expected vs. what was accomplished such as organizational changes, 

unexpected personal time off, system or process-related roadblocks such as waiting on others to provide information, 

and inadequate resources, and have built those considerations into my appraisal of employee.

_____
I have considered all the positive and developmental comments received regarding employee or employee work 
during the year to give me a broad picture.  I have also taken into account the credibility and reliability of the source.

_____
I have reviewed evaluations of all employees I supervise to ensure that I am equal in my expectation and judgment 

of their performance.

_____
Once all my research has been completed, I developed a draft with appropriate documentation and have discussed 

this with the reviewer.  Based upon that discussion, I have made adjustments, if necessary.

Supervisor Scheduling Logistics
_____
At least one week in advance, I have scheduled a meeting date and time with the employee.

_____
I have a private office or room that is free of distractions or interruptions.

_____
I have built at least two hours into my schedule for a full and complete discussion with each employee.

_____
I have my forms and documentation prepared to visit with each employee.

_____
I have the Dispute Resolution process printed for each employee.

Conducting the Meeting
_____
Remember to set the tone by creating a sincere, but open and friendly atmosphere.
_____
Review the purpose of the discussion and provide a brief outline of the presentation of material.

_____
Make it clear that your intent is to engage in mutual problem-solving and goal setting.

_____
During the body of the discussion, keep focus on job performance and related factors to include:

· Talk toward job requirements – employee strengths, accomplishments, improvement needs.

· Being prepared to cite observations/documentation made for each point discussed—positive and negative.

· Using open, reflective and directive questions to promote thought, understanding, and problem solving.

· Most important of all—listen and let the employee do the talking.  

· Don’t argue with an employee who disagrees with a rating or interpretation.  Simply listen to ensure 

understanding of all points and take them into consideration.  You may choose to adjust your rating, or you may choose to keep the rating the same, but ensuring that you inform the employee of your reasoning.  You might even want to tell the employee you wish to consider it overnight and plan to reconvene the next day.
· Do what you say.

Closing the Discussion
_____
Give employee opportunity to make additional suggestions, comments.

_____
Summarize what has been discussed, finalizing rating, and gaining employee signature.
_____
Conclude the meeting by speaking about possible work assignments, goals, and projects for the next appraisal period.  

Schedule another meeting and ask employee to come prepared with ideas.

_____
Show enthusiasm for joint plans that have been made.

_____
Provide employee with a copy of the Employee Dispute Resolution Process.

_____
End on a positive, friendly, harmonious note.

Post Appraisal Follow-Up
_____
Record the plans made, points requiring follow-up, and the commitments made.

_____
Evaluate how the meeting was handled.  This may include:

· What I did well.

· What I could have done better.

· What I learned about the employee and his/her job so I know how to motivate them better.
· What I learned about myself and my job as a supervisor.

_____
If the employee had signed the evaluation, formalize and gain reviewer signature.  Once gained, provide a copy to the 

employee and send the original to Human Resources. 

Hints:  
→ Never make written changes or comments on an evaluation after the employee has signed the evaluation.

→ Do what you say.

→ Be positive and don’t feel compelled to convey improvement areas as negative.  Focus on ways to improve.

→ Leave them thinking about what you said, not how you treated them.
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