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Checklist: Staff Performance Evaluation Meeting
Preparation
 ☐ Review 1:1 meeting notes, coaching documents, positive recognitions, progressive discipline, etc. for the last 12 months
☐  Collect input from supervisors, as needed
 ☐ Notify the employee of their pending performance evaluation and request their input, as appropriate, and any goals they’d like to include for the upcoming evaluation year.
☐ Complete the performance evaluation form. Ensure comments are provided to support the selected rating. 
☐ Schedule time to meet with the employee and notify them, in advance, of the evaluation time/place. 
☐ When thinking about the review conversation:
☐ Know the objectives and goals of the meeting.
☐ Anticipate questions and be as prepared as possible to provide explanations.
☐ Hold the meeting in person.
☐ Choose a quiet, private space with as few interruptions as possible.

Conducting the review 
☐ Give balanced feedback, both positive and negative, but start with the positive.
☐ Focus on the job, not the person.
☐ Provide examples of both positive and negative behaviors.
☐ Ask questions and allow the employee to provide feedback.
☐ When discussing areas for improvement, discuss methods and objectives for improvement.
☐ Discuss possibilities for advancement, the employee's aspirations, and professional development necessary to be a candidate for such future positions.

Concluding the meeting
☐ Summarize and review the important points of the discussion.
☐ Restate the action steps that have been recommended and provide a time frame for completion.
☐ Make sure the employee reviews the appraisal and provides written comments, if desired.
☐ Have the employee sign the form to acknowledge that they have received the appraisal and had the opportunity to discuss the contents. Explain that a signature does not indicate agreement with the content. Allow the employee the opportunity to make comments on the appraisal. 



Follow-up 
☐ Follow-up with the employee to see how goals and objectives are proceeding within the given time frames.
☐  Ensure you follow-up with the employee within 30 days of completing the appraisal to document an Individual Development Plan (IDP) if there is one.
☐ Offer the employee assistance in achieving goals and objectives and encourage discussion of successes and obstacles.
☐ Review the IDP regularly to ensure the employee is able to focus on their professional and personal goals. 
☐ Partner with the People team to access development and training materials for your staff members. 
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