Performance Review Meeting Guidelines

o Pre-Meeting

e Review Pre-Review Form
(optional)

* Review previous year's goals
& performance

e Discuss rating with your
Manager prior to
meeting
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e Meeting
Wrap-up

e Utilize supplemental forms /
resources as necessary

¢ SIGN, SCAN, EMAILTO HR
&Give copy to employee
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e Meeting
Opening

¢ Explain order of discussion (or
agenda) to inform employee of
process, set boundaries and
ease employee into dialogue

e Meeting

¢ Use "Performance
Management Conversation"
skills learned from training
(see Manager's Resource
Center for tools & examples)
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