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• Meeting
• Use "Performance 

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

• Meeting 
Wrap-up

• Utilize supplemental forms / 
resources as necessary

• SIGN, SCAN, EMAIL TO HR
• Give copy to employee

• Meeting 
Opening

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

• Pre-Meeting
• Review Pre-Review Form 

(optional)
• Review previous year's goals 

& performance
• Discuss rating with your     

Manager prior to         
meeting Plan & prepare for each 

employee; Secure a 
confidential location; Allow 
at least 30 mins per meeting 
(time will vary according to 

the employee)

Ask the employee to share 
their performance 

perspective; Actively listen 
& acknowledge 

accomplishments

Begin with positives; Review 
goal accomplishments, 

element ratings & 
development ideas; Actively 
listen; give honest, objective 

& constructive feedback

Reinforce good 
performance; Discuss 

development opportunities; 
Plan for upcoming year goal-

setting (if applicable); 
Ensure expectations are 

clear; encourage periodic 
feedback interaction; End 

on a positive note


