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TIPS FOR BETTER  
PERFORMANCE REVIEWS 
! There should be no big surprises  

! Unless it is a new or very recent behavior or development 
! Good managers discuss both positive and areas for 

improvement on a regular basis  
! Performance reviews should be just that, a review and 

discussion of positive and negative performance  



TIPS CONT’D 
! Establish clear, measurable, agreed upon objectives 

!  If you and your employee do not have clear, agreed upon 
standards, it will be very difficult to have a successful 
evaluation discussion 

!  It is best if you and employee work together on goals 
! Bring documentation to substantiate any of your concerns 
! Describe exactly what you expect and exactly how you plan 

on evaluating the performance 



TIPS CONT’D 
! Avoid focusing on only recent behaviors or issues 

! You should be documenting performance issues as well as 
jobs well done throughout the year 

! Ask the employee to do the same thing throughout the year 
so that together you come up with a more complete view of 
the year’s performance 

! Again, should be having regular meetings throughout year 
to discuss issues and successes 



TIPS CONT’D 
! Solicit feedback from colleagues who have worked with 

the employee 
! Sometimes called a 360 degree evaluation 
! Sometimes employees act very differently when you are not 

around 
! Be careful if any co-workers have personal issues with the 

one being evaluated as that can impact their information 



TIPS CONT’D 
! Prepare, prepare, prepare 

! Use the documentation you have been keeping throughout 
the evaluation period 

! Practice with HR staff or co-worker 
! Jot notes with key feedback points 
! Use bullet points that clearly illustrate points that are most 

important 
! The more examples of good/bad performance patterns, the 

better 



TIPS CONT’D 
! Spend more time on the positive than negative 
! If above average, spend time talking about their career 

goals with the organization – employees find this 
motivating 

! No review should be extremely negative – if so, why are 
they still working for you 

! Don’t neglect areas that need improvement – speak 
directly and have ideas they might use to improve 

! If you are not direct, underperforming employees won’t 
understand what you are trying to say 



TIPS CONT’D	  ! Let the employee know, by your presentation, that you are 
truly there to help them improve 
! The purpose of a review is to help employee understand 

how they are doing and where they need to improve 
! Let them know you want them to succeed and you are 

available to do so 
! Employee needs to trust that you have their best interest at 

heart 
! Let them know how happy you are about their performance 

or how confident you are that they can improve (with your 
help if necessary) 



TIPS CONT’D 
! Should be more conversation, less lecture 

!  If it is a lecture, employee will feel defensive 
! Employee should talk at least half the time 
! They should leave a review motivated about their ability to 

continue to grow, improve, and grow 
! Ask questions to encourage discussion 



GOOD PERFORMANCE REVIEW 
DISCUSSION STARTERS 
! What do you expect to be the most challenging 

about your goals for this quarter? 
! What support can the department and I provide for 

you that will help you reach these goals? 
! What do you hope to achieve this year? 
! How can I better manage you? 
! How often would you like to receive feedback? 
! What would be a helpful agenda for our one-on-

one meetings? 


