Review process

The staff review process has been changed to allow for greater flexibility and to be more responsive to the needs of individual employees and departments.  The new form includes information about the employee’s goals and performance as well as questions tailored to each employee. 

Steps in process

1. Each supervisor will establish a review schedule for employees and inform HR of the dates by which reviews will be completed.

2. For each employee, the supervisor will select at least four but no more than eight questions from the “Review Template.” (See attached.) The supervisor will insert these questions in the review form for that employee.

3. The supervisor will discuss the review process with each employee; give the employee a copy of the review form; and schedule a time for a review meeting with the employee.

4. The employee and supervisor will separately complete the review form. (Supervisor will complete the questions where it is appropriate for both supervisor and employee to answer.  For example both could answer the question:  What do you see as your accomplishments for the year?  Only the employee would answer:  Do you have career interests outside of your current job, with which you would like more experience, or exposure?)

5. The employee will give a copy of the completed form to the supervisor.

6. The supervisor and the employee will meet. The completed forms will serve as a starting point for a discussion of the employee’s performance during the preceding year and future performance goals and objectives.

7. Together, the employee and supervisor will establish goals and objectives for the employee in the coming year, considering the strengths and needs of the employee as well as the needs of the department or work unit.

8. Following the review meeting, the supervisor will incorporate the employee’s goals and objectives and comments about the meeting onto the review form. The employee will have the opportunity to review this form and make additional comments.

9. The employee and the supervisor will sign the form. The supervisor will send this form and the employee’s initial review form to the next level of supervision for signature. The documents will be sent to HR for inclusion in the employee’s file.

Performance review should be an on-going process, not an annual event. Goals and objectives and performance in general should be reviewed with the employee throughout the year.

To make the appraisal process complete and accurate, the supervisor should keep notes on each employee throughout the year, including comments on follow up meetings, and on achievements and deficiencies throughout the year. 

