
1. Base the performance review off of an accurate job 
description (Does the job description need updated? 
Now is the perfect time to do so.)

2. Have an effective plan in place to cut down on the time it takes to 
complete the reviews. This could mean keeping an excel spreadsheet 
with the positive things they have done throughout the year in one 
column and the opportunities for improvement in another. Then you 
will not be scrambling to come up with feedback and examples at 
review time.

3. Make sure the employee being reviewed understands the feedback. 
Use SPECIFIC examples to relay your point and factual data when 
possible. (For example, “you were late 5 times in the last 90 days, 
which really impacts the ability of the team to get the job done,” 
instead of “frequently late.”

4. Help employees when setting their performance goals and set 
realistic time frames for completion of those goals. Ask the employee 
what you can do to help them reach those goals.

5. If you are concerned about how the meeting will go when a 
particularly thorny issue is brought up, invite an HR Consultant to 
attend the meeting as a calming agent and witness.

6. Do treat the meeting as a focused business meeting. Small talk is 
fine to break the ice but do not bring up topics that can divert the 
focus of the meeting.

1. Rate on items that have no impact 
to the organization or the position. 
Employees need to know how and why 

their position is important in the organization to remain engaged.

2. Use personal preferences or feelings when completing or 
conducting the review. Performance reviews are based on the 
employee’s performance in the position, not how much you, as the 
supervisor, like or dislike that employee.

3. Don’t seat yourself (literally) in a position to be between the 
employee and the door. If they feel the need to run out, you don’t want 
to be in their way.

4. Don’t use the appraisal meeting to inform an employee of 
unsatisfactory performance, especially if it requires disciplinary 
action. Timely feedback is important.

5. Don’t debate. Keep control of the meeting and reign in discussion. 
As the Supervisor you have the final word and if you have been fair 
in your assessment you must stand by your rating. If the employee 
presents new information, thank them for bringing it to your 
attention, request documentation, and inform him/her that you will 
consider this information. If warranted, make an adjustment. Do not 
commit to making any adjustments to the evaluation rating without 
reviewing their documentation.
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DO’S & DON’TS
Do. Do not.
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REVIEW
LIKE A PRO
Performance Review Tips
Any specific traits that you see in an employee should be 
shared with them…positive or negative.

If they attended a seminar, networking event, joined an association, 
took a certification or college class, include it and thank them for their 
commitment to continuous improvement.

Anything specific that exhibits a positive or negative skill/ability 
should be included. Keep track of these (online is okay if password 
protected) so they can be documented in the evaluation.

Both quality and quantity of work should be assessed. You could also 
include attitude, ability to work as a teammate, attendance, and ability 
to work safely/point out unsafe conditions.

6 Examples of what should 
be included on a review
1. If they created or completed a report or some other kind of tool 
that was very organized, detailed, helpful, or even started to be 
used department wide. (The opposite also applies…poor work, not 
complete, disorganized, etc.)

2. Did they give you a suggestion or information that was extremely 
helpful?

3. What area do you consider them experts in, or expect them to learn 
more about in the next year (or shorter time frame?) Why?

4. Have they used especially good judgment in a recent situation (or 
vice versa?)

5. Are they on time, reliable, missed very few days, managed their 
PTO wisely (or vice versa?)

6. What problems have they solved (or created) for you in the last 
year? Did they look for win-win situations? Did they cross train to 
take something off your plate to free up some of your time or are they 
a time waster who spends half their day on social media?

Document 
The Positive 
& Negative


